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PREFACE. 

The Technical Audit Code (Postal) forms the second Volume 
of the Posts and Telegraphs Audit Code, and deals with the rules 
of procedure for the audit of and accounting for special transac- 
tions of the Post Office Branch of the Indian Posts and Telegraphs 
Department, e.g., Post Office Insurance Fund, Savings Bank, Money 
Orders, etc. It replaces the corresponding Chapters of the Postal 
Account Code, Volume II, hitherto in use in the offices of the Deputy 
Accountants General, Posts and Telegraphs. 

2. Amendments to this Code will be issued by the Accountant 
General, Posts and Telegraphs, who will be responsible for obtain- 
ing the approval of the Auditor General whenever this is necessary. 
All suggestions regarding amendments should be addressed to that 
officer. 


M. F. GAUNTLETT, 

Auditor General. 


New Delhi, 

The 9th February 1938. 


Mirp&T 




PREFACE TO FIRST EDITION (REPRINT). 

This edition brings the book up to date by incorporating all 
corrections issued up to the 30th September 1937. 

The opportunity has been taken to incorporate the recent 
changes in the rules relating to Government Securities, Cash Certi- 
ficates and Customs Duty, in Chapters 2, 4 and 9 respectively, as 
well as to make certain minor amendments here and there. 

It is requested that errors or omissions that may come to light, 
may be brought to the notice of the Accountant General, Posts and 
Telegraphs. 


New Delhi ; 

The 27th October 1937. 


B. NEHRU, 

Accountant General , Posts and Telegraphs. 
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Introductory. 

1. Rules regulating the general business of tbe Post Office Insurance 
Fund are issued by tbe Government of India. Tbe Director General, Posts 
and Telegraphs, as the Administrator of the Fund, is also empowered to issue 
subsidiary rules in connection with the business of the Fund Rules issued 
by the Government of India, together with those issued by the Director 
General, have been embodied in Appendix F to the Posts and Telegraphs 
Manual, Volume VI, and in a separate pamphlet hereinafter referred to as 

The Postal Insurance Rules 

Rules prescribing the maintenance of accounts and submission of accounts 
returns to the Audit Office in connection with the transactions of the Fund 
will be found in Chapters 15 and 22 of the Posts and Telegraphs Initial Account 
Code, Volume I. 

2. The functions of the Audit Office in connection with the business ot 
the Fund consist not only in auditing and finally accounting fox all receipts 
and payments of the Fund and m preparing statistical and financial returns 
thereto, but also in the following 

{i) Examining the eligibility of the life accepted, 

(ii) Fixing the premium payable, 

(Hi) Arranging for the recovery of the first and subsequent premia, 
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[iv) Issuing the policy on behalf of the Director General, 

( v ) Renewing a contract or policy that has lapsed under rule 40 of the 

Postal Insurance Rules, 

(vi) Working out and intimating the terms of all conversions and com- 
mutations, and 

(vu) Reporting to the Postmaster General concerned, the total amount 
due for payment on the surrender or maturity of a policy, etc , etc. 

The audit and accounts work relating to the transactions of the Fund 
is conducted in a separate section of the office of the Deputy Accountant 
General, Posts and Telegraphs, Calcutta. The Section is placed in charge of 
•an Assistant Accounts Officer who is directly responsible to the Deputy Ac- 
countant General, and through him to the Acoountant General, for the proper 
working of the Section. 

Note — All personal matters dealt with in the section should bo treated as strictly 
•confidential 

3 . All premia, subscriptions, medical fees and fines realised are credited 
-to the Fund and all claims arising out of policies and contracts, the cost ot 
medical examination of the lives proposed and all expenses incidental to the 
working, administration, auditing, accounting, valuation and mortality investi- 
gations of the Fund are paid out of the Fund. The accounts of the Fund 
are incorporated m the Debt Section of the Government accounts and the 
balance at credit of the Fund accumulates with interest at a rate prescribed 
by the Government of India from time to tune. 

For administrative purposes the Fund is divided into three branches, 
viz., (1) Life Insurance, (2) Endowment Assurance, and (3) Monthly Allowance. 

Noth. — The monthly allowance scheme is discontinued from the 1st October 1930butthe 
■contracts executed before that date remain unaffected 

Definitions and Explanations. 

4 . Besides the terms defined in the Postal Insurance Rules, the following 
additional terms as used in tbs Chapter are defined below : — 

(а) Date of Entry is the date from which a policy or contract comes into 
effect on being concluded, and is the date of payment of the First premium or 
subscription, under G. I F. D. No. 959, dated the 16th February 1901. 

(б) Office Age at Entry , as distinguished from the Actual Age at entry, 
is the age with reference to which the rate of premium or subscription pay- 
able has been fixed. It is, m the case of Insurance, the age (next birthday) 
following on, and in the case of Allowance, the complete year of age nearer to 
-the date of entry. 
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Explanation . — If on the date of entry the actual age of a subscriber be 29 
years 5 months and 29 days, then the office age at entry in the case of Insur- 
ance is ' r 30 ”, and m the case of Allowance " 29 

Note — With regard to Life Insurance policies issued pnor to 25th May 1914, whore the 
office age was taken as the nearer complete age, the office age at entry io r the purpose of the 
Attained Age ”, as explained heromafter, is to he taken as the age next birthday following on 
the date of entry. 

(o) Attained Age is, in the case of Insurance, the age derived by adding to 
•the office age at entry (next birthday) the number of years’ premiums paid ; 
while in the case of Allowance it is to be taken as the nearer complete age of 
the subscriber at the period in question, 

Note L — In the case of Insurance, the attained age may include fractional duration while 
it is always mtogral in the case of Allowance 

Note 2. — In the case of those limited payment Life Insurance and Endowment Assurance 
policies under which the number of premia payable falls short of the maximum number, the 
attained age is derived by substractmg from the age at which premia are to cease, tho number 
of premia remaining to be paid. 

(d) Valuation Year of Birth in respect of any policy means the year arrived 
at by deducting the age (next birthday) at entry of the insurant from the year 
on the 31st March (Second of the two calendar years involved in the financial 
year) in which the policy is issued 

(e) Reserve value of a policy means the amount that should be debited or 
•credited, as the case may be, to a branch of the Fund on account of the conver- 
sion of the Policy from one class to another. This value is ascertained from the 
Actuary to the Government of India. 

5, The duties of a non-Postal Audit Office in connection with the Fund 
consist (a) in seeing that premiums and subscriptions recoverable from all 
insurants under his audit are duly recovered by the Heads of Offices con- 
cerned, (6) in scheduling all premiums or subscriptions when they have been 
deducted from the pay or pension bills of subscribers in his audit jurisdic- 
tion, and (o) in sending the schedules monthly to the Deputy Accountant 
General, Posts and Telegraphs, Calcutta, in support of the credit for the total 
amount transferred through the Exchange Accounts to the Posts and 
Telegraphs (vide Article 453 of the Audit Code). 

6 . An Audit Officer of the Posts and Telegraphs Department is responsible 
for accounting and consolidating by Circles all premiums and subscriptions that 
have been recovered not only by deduction from pay bills but also in cash, and 
also all payments including refunds in connection with the Fund that have 
occurred in the offices under his audit jurisdiction. The statements and 
schedules referred to in Article 415 of Volume I of this Code should be sent by % 
e ach Branch Audit Officer to the Deputy Accountant General, Posts and 
Telegraphs, Calcutta, on the dates prescribed in that Article. 
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The sorting of paid money orders should be completed on the dates 
ted below : — 

1st period 1 8th of the next month. 

2nd period . 3rd of the second month following. 

4l6 Each bundle of money orders received from the Paid list group is 
amined by the Supervisor to see that the number of vouchers shown on the 
p placed on the top of the bundle agrees with the corresponding entry in 
e Memo (Form A. G P. T.-407). The Supervisor should note against each 
try in the Memo, the names of sorters among whom the vouchers will be 
itributed for counting, keeping in view that each sorter may get approxi- 
itely 1,000 vouchers The vouchers will then be distributed among the 
rters for sorting. 

A progress register for each sorter should be maintained in Forai A. G. 
T.-410. 

417. The sorter will verify, by actual counting, the number of vouchers 
ted in the Memo, and then sort the money orders by Head Offices of issue 
th reference to the money order name-stamp impressed at the top of each 
oney order. The sorted bundles will be collected by the distributors from 
ch sorter, and after necessary entries have been made in the progress register, 
e sorted orders will collected in a receptacle fur each Head Office. 
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9. After the calculations have been worked out, the intimation of the 
first premium as well as the last date by which it has to be paid is written out 
in Form A. G. P T.-102, in triplicate, one copy being meant for the proposer, 
the second for the receiving Postmaster, as named in the intimation of accept- 
ance, and the third for the Postmaster-General concerned. With the 
Postmaster’s copy, a loose sheet of Form No. A, G. P. T.-103 should be enclosed 
with the request that it may be returned duly filled in, on the very day on 
which the premium is credited The calculation in Form A. G. P T.-101 
along with the intimations, after they have been carefully checked by an Ac- 
countant, should be placed before the Gazetted Officer for signature. After 
they have been passed by the Gazetted Officer, the last due date for the payment 
of the first premium, the rate and the date of despatch of the intimations should 
be noted against the items concerned in the Register m Form A. G. P. T.-100, 
and the intimations should be despatched “ Registered ” on Postal Service 
except the copies for the Postmaster General and the Postmaster which are 
despatched as ordinary official letters. 

Note 1 — When two rates are intimated, the two dates and the two rates are noted in the 
Register under “ last date ”, and “ amount of premium ”, the earlier date and the lower rate 
being entered in red ink 

Note 2. — When it is apprehended that an intimation cannot reach the party and the Post- 
master concerned by post in time, telegraphic notices may be sent, which are confirmed by the 
despatch of theBo formal intimations Telegrams must not bo sent unnecessary 

10. When intimation of credit of the first premium is received from the 
Postmaster, the date of payment should he noted against the item concerned 
in the Register in Form A. G. P. T -100. This Register should be reviewed 
fortnightly by an Accountant, and monthly on the 10th of each month by the 
Gazetted Officer who should see whether the intimations of acceptance are 
being promptly disposed of by the Section and whether there is any case in 
which information as to the credit of first premium has not been received within 
a week from the last date noted. In the latter case an enquiry should be made 
of the receiving Postmaster as well as of the person whose life has been accepted, 
in Form No A G. P. T.-105, the latter being warned that by the non-payment, 
he has rendered himself liable to pay a sum of Rs. 4 for his medical examination 
and to refund any travelling allowance granted under the rules. A copy of 
this intimation is sent to the Postmaster-General concerned for his information. 
When the actual fact of non-payment is established, the Audit Officer (in the 
case of proposers belonging to the departments other than the Indian Posts 
and Telegraphs Department) or the immediate superior concerned (in the case 
of proposers of the Indian Posts and Telegraphs Department) should be asked 
in Form No, A. G. P. T.-106 to effect recovery, and intimation of the action 
taken being given to the Postmaster General concerned and necessary notes 
about the amount to be recovered made in sufficient detail in Registers in 
Forms Nos. A. G. P. T.-107 and 108. Recoveries, when effected, should be 
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entered in the same registers. Irrecoverable amounts may be written off by 
the Deputy Accountant General on Ins being satisfied that recovery cannot 
be effected. 

Note l — li it happens that tho firht premium could not ho paid owing to cncumstancos 
beyond the ooutiol ot tho lifo accoptod, and that there has been no intention of not insuring m 
the Fund, thon subject to the continued good health of the hfo, tho limit of 60 days may be 
extended by the Deputy Accountant Goneral for a reasonable period not exceeding 90 days. 
If, however, it comes to his knowledge that the health has been impaired in the meantime, the 
Postmaster- Genoral should bo askod whether a second medical examination is to be masted on 
before the time limit is extended. 

Note 2 — If a life aocopted becomes ineligible for admission into the benefits of the Fond 
at the time of paying the first premium, and it the first premium has not been accepted by the 
Postmaster, the fee for medical examination and the travelling allowance, if granted, are not 
recovered from him. 


Issue oi Policies. 

11 . On receipt of information from the receiving Postmaster as to the 
payment of the first premium and after the date of payment has been noted 
in the Register in Form No. A. G P. T.-100 (see Article 10), the policy should 
be drawn up m the proper form as laid down in Articles 12 to 15. 

Note. — When the intimation of credit of first premium is received not from the receiving 
Postmastor, but from tho proposer concerned, no policy or contract should be issued until and 
unless the credit has been traced m the accounts (schedules received). To avoid delay, tho 
receiving Postmaster may be asked to corroborate the statement of the person concerned in 1 
Form No. A:'Q. P. T.-109. 

12. The following are the different forms m use for the issue of policies : — 

(1) L.I.-l for limited payment Life Insurance. 

(2) L L-2 for whole Life Insurance. 

(3) L.I.-3 for Endowment Assurance. 

18. With effect from the 1st April 1930, Policies are being numbered 
in four separate series as detailed below, beginning with one in each case : — 

(i) C series for all insurants belonging to the Civil Departments including 
Local Funds. 

(ii) M series for all insurants belonging to the Military Department 
including Naval and Air Forces. 

(Hi) R series for all insurants belonging to Railways. 

(iv) P series for all insurants belonging to the Indian Posts and Tele- 
graphs Department. 

N.JB . — Female lives are *■ ■ tl 1 4 > - T 1 - the letter ‘ F 1 placed against the number* 

^in brackets in addition to i- ’ ■ r. * , 

Noth. — Policies bearing dates pnor to the 1st Apnl 1930 were numbered in a conseoutive- 
seriea running from the very commencement of the Fund. Policies belonging to non-postal 
employees were, however, given double numbers, the numerator being the specal serial number 
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with the dr-fcinguLshmg index letter as indicated below drains! the department mumned, ami 
the denominator b rt mg the general bertal number 

‘C’ — foi Civil Depaz tmeuts , 

C L* — for Loenl Fund servants , 

‘ K 1 — for Military and Marine Department" , 

‘ T ’ — foi Telegraph Branch of the Indian Posts and Ti lc graph » Department , and 
‘ R 5 — for Railu ays 

14 . A separate register of policies issued (Form A G P. T -110) should 
be maintained for each of the senes mentioned in Article 13 and all policies 
relating to a particular series should be entered in the register of that senes 
in consecutive order After the policy, Premium Receipt Book and other 
connected documents have been written out and checked and the Policy has 
been entered in the Register of Policies issued, they are placed before the 
Accountant in charge for examination. The Policy, and the Policy Issue 
register should be submitted to the Gazetted Officer for signature and 
attestation. The Premium Receipt Book and covering printed letters will 
be signed by the Accountant. 

Note 1 — Each policy is given the date of entry as defined in Article 4 

Note 2 — Although the policies relating to Local Fund employees an* given Civil number^ 
in the c C 1 senes [vide item (i) in Aiticle 13], for statistical pui poses a distinguishing letter L’ 
should be written m the Policy Register against such policies 

15 . After the documents have been passed and signed by the Accountant 
and the Gazetted Officer, the Policy with the accompanying documents is 
despatched to the Post Office named by the assured by " Registered Postal 
Service ” for delivery under proper acknowledgment to the party concerned, 
who as well as the Postmaster-General is informed, through a letter in Form 
A. G. P. T.-112 of the issue of the Policy When the acknowledgment (Form 
A. G. P T.-114) is received back, it is Med in the case opened with the inti- 
mation of acceptance. 

Issue o£ Duplicate Policy or Contract ard Premium or Subscription Receipt 

Book. 

16 . When the issue of a duplicate Policy or Contract is authorised by the 
Postmaster-General concerned, the duplicate is written out (marked conspi- 
cuously as “ Duplicate ”) from the Policy or Contract Register on the proper 
form and is issued over the signature of the Gazetted Officer, after it has been 
checked by the Accountant. Along with this a new Receipt Book when spe- 
cially asked for is also prepared and issued over the signature of the Accountant. 
A note is also made against the entry concerned in the Policy Register and 
initialled by the Gazetted Officer as to the fact of the issue of a duplicate. The 
Policy along with the Receipt Book is delivered to the party concerned through 
the Postmaster named by him, on proper acknowledgment and the 
Postmaster-General is informed of the fact of such issue. 

Note. — When a Policy or Contract has been damaged and returned to the Audit Office, 
a fresh Policy or Contract may be issued marked “ Duplicate ** by the Deputy Accountant 
General without reference to the Postmaster-General, who is informed of tho fact of such issue. 
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17 . When a premium or subscription receipt book has been lost, a duplicate 
is issued on application by the assured or annuitant and delivered to him 
(under Form A. G P. T.-115) through the Postmaster nominated, on 
payment of a fee of annas eight. The party concerned is informed of the issue of 
a duplicate book. Books are issued free of cost only with the original Policy or 
Contract, or m continuation of the original book when it is exhausted or 
when the loss has been explained to the satisfaction of the Deputy Accountant 
General to have been due to circumstances beyond the control of the party 
concerned. In such cases they are sent under Form No. A. G P. T -116. 
Whenever a new book is issued, a certificate is always given on the first page 
showing up to what month the premium or subscription has been traced in the 
accounts. 

Note. — Tba foo of eight annas m respect of the duplicate receipt book should be credited 
to the fund. 


Realisation ard Audit of Premiums and Subscriptions. 

18 . Rule 28 of the Postal Insurance Rules lays down the manner m which 
the first and subsequent premiums are generally realised. In special cases, the 
Deputy Accountant General arranges for the payment of premia in cash by 
the insurants at selected post offices, the authority to the Postmasters being 
issued in Form No. A. G. P. T.-I17. 

19. The main object of audit is to see that in respect of every “ active” 
Policy or Contract, which has not been cancelled, surrendered, forfeited or 
discharged or made paid-up, the monthly premium or subscription has been 
realised duly and correctly and has been noted properly so that omissions and 
short payments may be readily detected and that all irregularities discovered axe 
notified to the parties concerned, promptly, so as to give them a chance of 
rectifying them, and thus protecting the Policies or Contracts from lapse and 
forfeiture. For this purpose, the premiums and subscriptions paid in iespect of 
each insurant or purchaser are noted in ledger cards (Form No. A. G. P. T.-118) 
in the case of insurance and in the subscription register (Form No. A. G. P. T.- 
121) in the case of Monthly Allowance. 

20 One card is opened for each active policy with the following particulars 
noted at the top : — W the number and date of the policy, (li) the name of the 
assured, (in) the class of policy, (iu) the amount of premium payable monthly, 
and (v) the last month up to which the premium is payable. For purposes of 
posting, each card is provided with vertical columns for the month, item 
number of the schedule or certified list, amount of premium and remarks. 
The cards are of uniform size and ruling and each card is designed to record the 
premiums for two years. They are kept arranged in cahinets according to 
the entries in the schedule or list in which the credit fox the premium on that 
policy appears. Whenever the policy-holder is transferred from the juris- 
diction of one Audit Office to that of another, the respective card is also trans- 
ferred and placed among the cards of the new Audit Office. As new policies 
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are issued, the auditor concerned will open new cards for them. At -the eud 
of two years when the cards have to be renewed, new cards are opened only for 
the policies that are in force on the date they are copied. 

Noth 1 — When an assignment or roassignmont is registered in the office of the Postmaster 
General concerned and an intimation thereof is received m the office of the Deputy Accountant 
General, Posts and Telegraphs, Calcutta, th& particulars of such assignment or reassignment aie 
noted m the relevant ledger oard (or if the policy is paid-up, m the Paid-up Register against 
the entne8 relating to the Policy). Tnese notes should indicate the Party (insurrnt or assignee 
by whom the further premium on the policy is payablo and should be attested by the Accountant. 

Note 2 — When a policy has been assigned under Rule 21 of the General Provident Fund 
(Central Ser vicos) Rules, the fact is noted m the card concerned. 

Note 3. — When any policy has matured, has been surrendered, cancelled, forfeited or made 
paid-up, the fact is noted in the remarks oolumn of the card and the card tiled with the case 
concerned. * 

Note 4. — When there has been any change in the rate of premium payable or in its term 
on the conversion or commutation of a policy, the alteration is noted m rod ink below the 
original entry, with a note as to the month from whioh the alteration takes effect, and a similar 
note is made under the month concerned as well. 

Note 5. — All entires in the cards on the strength of which audit is conducted are initialled 
by the Accountant concerned In the case of recopied cards it is sufficient if they are attested 
by the copyists and the checkers The Accountant will review them as they oome for per- 
centage review of postings. 

21. As soon as the lists or schedules are received in the office {vide Articles 
5 and 6), the items in each list or schedule are numbered serially, the number 
being noted in red ink against the name of the insurant. If any policy number 
or any other particulars are found wanting or incorrect, the auditor will supply 
the omissions and make necessary corrections with reference to the previous 
month’s list or schedule. Then the list or schedule and the cards belonging 
to the Department to which the list or schedule belongs are made over to a 
sorter, who should arrange the cards according to the entries in the list or 
schedule. The cards which are not found in this bundle should be traced 
from the bundle relating to cash credits in the same Circle or from any other 
cabinet by reference to Index Cards (Form No A. G. P. T.-119) and all the 
cards required for posting the items m the schedule should be supplied bv the 
sorter. 

22. The list or schedule with the cards as arranged by the sorter should 

then be passed on to the machinist for posting. The machinist will so arrange 
the totaliser on the machine that the total of all the amounts posted in the 
column “ premium realised ” will be accumulated in it. In posting, he will en er 
the item number in the second col umn against the month concerned and the 
amount of premium in the money col umn of the card. Before fixing the card 
on the ma chin e, he should take particular care to see that the Policy number and 
the Premium amount noted at the top of the card agTee with the number and 
amount of the item to be posted. In case any cards are not found, the machi- 
nist will post the items in Form No. A. G. P. T.-120 which should be kept stitched 
to the list or schedule. After all the items in a particular list or schedule have 
been posted, the total arrived at on the totaliser should be equal to the grand 
total of the list or schedule. To facilitate the agreement, the machinist should 
H1IP&T b 
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month are posted in the column for the month in which the amounts have 
been realised. After the postings for a month have been completed, the 
columns are totalled and made to agree with the schedule total of subscriptions 
realised. 

25. On completion of audit, the auditor should take up the cards of his 
Circle of audit, which have been left unposted for want of credits in the list 
or schedule and should issue notices. Below is given a list of the common 
irregularities, with instructions as to how they are noticed and set right ; — 

M Credit not traced , in which case reference is made to the life assured 
in Form A. G. P. T.-123 or 124 and fco the Audit Officer in Form 
A. G. P. T.-122. 

(m) Double credits traced , one in the cash hst , and the other in the schedule 
of deductions , m which case a reference is made to the party 
concerned , and when the double credit has been established on 
reference to the Audit Officer, he is requested not to make any 
deduction from the pay or allowances of the subsequent month 
in Form A. G P. T.-129, a copy of the intimation being sent 
to the- party as well. 

(m) Excess credit , in which case the Audit Officer is asked to make a 
corresponding short deduction from subsequent month’s pay 
or allowances in Form A G. P. T.-130, but if a set off is not 
possible, a refund order is issued after verifying that there has 
been no short credit in any previous month, in Form A. G. P. T.- 
131. 

(iv) Short credit of premium or subscription , in which case notice is issued 
in Form A. G P. T -130 rmtatis mutandis. 

(a) Late credit , in which case a notice is issued in Form No. A. G. P T.- 
125. 

(vi) Payment at a sub-office credited in the Head Office account after the 
due date , in which case reference is first made to the receiving 
Postmaster in Form A. G. P. T.-132. 

(mi) Credit traced after the payment of premiums or subscriptions has 
ceased , which is noticed in the same way as an excess credit. This 
is refunded m Form A G. P. T.-131 issued over the signature of 
the Gazetted Officer, when the excess credit has been established 
from the accounts 

(mi) Credit traced in excess in the account of a deceased insurant , which is 
brought to the notice of the Postmaster-General (under whose 
orders the payment of the policy was made) for arranging the 
. payment to the legal heirs. The amount should be noted in the 
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caid. and also in the Refund Register ( vide Article 32), the latter 
being initialled by the Gazetted Officer. 

^Notb 1. — Deleted. 

-Vote 2 —In noticing non- credit, late oredit and short credit (except when tho short credit 
is for a comparatively trifling amount), the parties concerned arc also informed that their policies 
or contracts have lapsed if there has been actually non-crodib, late credit or short credit. 

In tho ease of an assigned Postal Insurance policy, whon it is m danger of lapsing, an inti- 
mation m Form A. G P. T-125A will bo aont by the Deputy Aocountant General, Posts and 
Telegraphs, Calcutta, to the Head of the Circle through whom the insurance was effected and on 
receipt of this intimation tho H^ad of the Cirolo concerned should issue a notice to all persona 
.interested in the policy including tho assignee. 


Review of Ledger Cards. 

05-A. At the end of every two years when all the postings in a set of ledger 
cards have been completed, the reviewers will take up the review of these 
cards. 

The main object m having the postings of premia in the ledger cards 
reviewed by a set of senior auditor is to see that a Policy is continuously 
active and that all defects and irregularities which may adversely affect the 
admissibility of final payments are duly settled. 

The duties of reviewers are the following . — 

(1) To periodically check the current ledger cards of each Circle with 

the active policy register with a view to see that there is a card 
for every active Policy and that absence, if any, is satisfactorily 
explained. 

(2) To see that the old ledger caids are arranged serially according to 

Circles and that the particulars at the top of the cards axe legibly 
written up. In the case of assignments they should see that 
proper notes regarding the person who is to pay the premium 
have been made in the card. 

(3) To see that the premiums due on Policies have been correctly and 

fully paid each month by the due date, that lapses due to non- 
payments and late payments and other irregularities which 
might have escaped the notice of the assistant auditors at the 
time of audit are promptly noticed with a view to regularising 
the defects. 

(4) In cases where interest at 8 per cent, is levied as a penalty to verify 

the correctness of the amount recovered by independent calcula- 
tion. 

(5) In the case of conversions, commutations, etc., to see that the 

requirements of Notes 4 and 5 to Article 20 are complied with 
and that short/excess realisations arising ont of such changes 
are subsequently adjusted. 
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(6) To enter in the cards the results of review under dated initials of 
the reviewers and to maintain in a register for each Circle for 
noting all irregularities detected m the course of applying the 
above checks and to notice irregularities detected mcluding 
excess/short realisation of Re. 1 and above. 

(7) To maintain a daily progress report showing : — 

(a) the particulars of the Circle or department the cards of which 

are under review, and 

(b) the number of cards reviewed daily 

Lapses atd Forfeitures. 

26 . The circumstances under which a policy or contract may become void 
or be forfeited and the terms on which they can be renewed are laid down in 
Rules 39 and 40 of the Postal Insurance Rules When the provisions of Rule 
39 or 40 for the renewal of lapsed policies or contracts are complied with, 
then m the case of lapse under Rule 39 the Postmaster-General concerned 
is addressed in Form AGP. T.-134 with a view to the renewal of the policy 
or contract and the latter communicates his orders direct to the party con- 
cerned sending a copy thereof to the Deputy Accountant General for his in- 
formation ; while m the case of lapse under Rule 40 a formal renewal notice 
is issued to the party concerned in Form A. G. P. T.-135 by the Deputy 
Accountant General. 

Noth 1. — The benefit of 7 days referred to in Note 4 to Rule 28 of the Postal Insurance 
Rules, should be allowed in consultation with the Audit Officer concerned. 

Noth 2. — As the Postmaster may not always be m a position to satisfy himself about the 
7 days’ limit he may accopt the premium with the fine which is refundable if the bonefit of 
7 days is allowed. 

27 . When a policy or contract haB been forfeited to Government under 
the operation of Rule 39 or 40 of the Postal Insurance Rules, the life assured 
is informed in Form A. G. P. T.-136 and also asked to Tetum the policy or 
contract if it be of less than three years' standing. A copy of the intimation 
is also sent to the Postmaster-General concerned for his information, and a 
copy to the Audit Officer with the request that be should not make any further 
deduction of premium or subscription. At the same time, the fact of forfeiture 
is noted against the entry concerned in the Policy or Contract Register, in the 
Ledger Card or subscription Register concerned, and m a special Register in 
Form A. G P. T.-137, all under the initials of the Gazetted Officer 

Noth 1. — Tn fixing “ tho first day of the month for which tho premium is due ” which is 
made the basis for T 1 ‘ 11 er mds at the end of which a policy is forfeited to Government 
under Rule 39 or ' . rule should be observed : “ All payments made should be 

attributed to the demands due, in the order of these demands Thus if tho premium due on a 
policy in a month is not paid within the month, tho promium paid next to the default should be 
taken as the premium paid for the month of default, e.y., if tho premium payable in March on a 

policy is not paid by the 21st of March, 41 — v — > r — V1 ~ ■- A — :1 ~~ J subsequent months 

are regularly paid by the due dates, the ■ ■ ' ' • ■ sen as that payable 

in March, and so on. Tho same prooedi. ■ t f * . of subscriptions on 

Deferred Monthly Allowance Contracts .’ 9 
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Note 2. — So long as a shorfc credit (except fora comparatively trifling amount) has not 
"been made good by ox cess credit from any subsequent instalment or by paymont in cash, the 
deficiency should bo taken as adjusted from the subsequent instalment and the case is to 
be heated as one of late payment of premium. 

Note 3. — As soon as a policy of moro than throe years’ duration is forfeited, a definite 
offer of the surrondoT value or ot 1 1 should be raado to the policy-holder. This 

would givo an opportunity to tho 10 then bo in good health to re vivo his policy 

on production of a modical certificate and would also clear tho books of tho Fund of outstanding 
liabilities. 

2S. When a policy has heen forfeited undeT Rule 39, and if the policy is of 
less than one year's slaruling, the assured renders him self liable to pay the sum of 
Rs. 4 for his medical examination as well as to refund any travelling allowance 
granted for his medical examination ; when a policy or contract has been for- 
feited under Rule 40, the assured or annuitant can get the surrender value of his 
policy or contract, subject to the condition that the surrender value is to be cal- 
culated up to the month of forfeiture, and from the value so calculated is to be 
deducted 12 months’ premium with the interest thereon at 8 per cent. 

Noth — The Deputy Accountant General, Posts and Telegraphs, Calcutta, exercises the 
power to waive recovery, m exceptional eases of tho amount of modical fee duo undor the Note 
below Rule 14 of tho Postal Insurance Rules, from a proposer or an insurant, and to write off 
the amounts of such medical foes 

Cancellation of Policies ard Contracts. 

29. At any time a policy or contract can be cancelled at the option of the 
holder, subject to the condition that if the policy is of less than one year’s stand- 
ing the life assured renders himself liable to refund the fee of Rs. 4 incurred 
for his medical examination as well as of any travelling allowance granted. 
The fact of cancellation is noted in the Policy or Contract Register and in the 
Ledger Card or Subscription Register concerned as well as in the special register 
in Form A. G. P. T.-137 under the initials of the Gazetted Officer and the fact 
is intimated to the Postmaster-General concerned in Form A. G. P, T.-136 
and the Audit Officer is asked to discontinue deduction of premiums or subs- 
criptions. 


Audit of Fines and recovery of Mc&cal Fees. 

30. All recoveries of medical examination fees are noted m a special register 
in Form A. G. P. T.-108. After the credits have been traced, they are posted 
in this register against the items concerned in addition to the entries made in 
the Card or Subscription Register (vide Note 6 to Article 22). This register 
is submitted to the Gazetted Officer for review on the 25th of each month. 
All recoveries of fines imposed are watched through the entries in the cards 
and the cases concerned. 


Paid-up Policies. 

31. The particulars of all limited payment policies, the pre miums on 
which have been completed and all policies which have been made paid-up 
by payment of all future payments in lump, should be entered in a separate 
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register in Form No. A. G*. P. T.-138 called " The Paid-up Policy Register ”, 
each entry therein being attested by an Accountant Necessary note should be 
kept in the file and the card concerned, the card being filed with the case. This 
register should be submitted to the Gazetted Officer with suitable remarks 
whenever damns arise in respect of the policies noted in this register. 

Refur ds ard Audit of Ref in ds. 

32. When any excess credit of premium or subscription cannot be set off 
against any future instalment:, the amount is refunded in cash under the orders 
of the Gazetted Officer and communicated in Form A G. P. T.-131, a copy of 
the order being sent to the Post Office selected. The amount is noted m the 
Card ox the Subscription Register against the item concerned as well as in a 
Refund Register m Form A G. P. T.-139, the latter under the initials of the 
Gazetted Officer. When the amount has been refunded, it is charged m the 
schedule of payments which is sent to the Deputy Accountant General monthly 
and is supported by the payee’s acquittance on the reverse of the Refund 
Order and the refund advice to the Postmaster. Audit is conducted with 
reference to the entry m the Refund Register in which the date of payment is 
noted against the item concerned. 

Note. — See Note below clauso (x) of Articlo 617, Postsand Telegraphs Initial Account Code, 
Volume I 

Discontinuance or Reduction of Premiums ard Commutations, Conversions 
of Policies ard Surra der of Policies aid Coi tracts. 

33. Under the Postal Insurance Rules, the life assured is allowed to dis- 
continue payment of his monthly premium, reduce the premium to any desired 
extent, surrender bis policy or contract, or commute or convert his policy. 
The following general principles should be observed m dealing with such cases : — 

(z) When premiums are discontinued in respect of policies of less than 
a year’s standing, he renders himself liable to pay the medical 
examination fee and the travelling allowance, if drawn. 

(u) When premiums are discontinued m respect of policies of not less 
than one year’s standing, but of less than three years’ standing, 
nothing is paid to or recovered from him, 

(zzz) When premiums are discontinued after a period of not less than 
three years, a reduced paid-up policy may be issued if desired, 
provided that the amount of such a policy is not less than Rs. 100. 

Norn. — If the policy has been issued prior to 23rd November 1922, it can be converted 
into a reduced paid-up policy for an amount not less than Re. 60. 

(iv) If the policy or contract is of not less than three years’ standing, sur- 
render value is granted, which, in the case of a Monthly Allowance 
Contract, is restricted to 95 per cent, of its present value and is 
subject to the production, at the expense of the annuitant, of a 
medical certificate of an average prospect of life. 
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(u) The maturity of a policy can be altered only after an integral number 
of years 5 premiums have been paid, and subject to the production 
of a medical certificate, at the expense of the assured, as to his 
average prospect of life, when the maturity is postponed beyond 
the original age, or when the proposed conversion entails greater 
risk on the Fund. 

(m) Conversion or commutation of a policy into an Endowment Assur- 
ance one, payable at the ages of 45, 50 and 55 only, is admissible. 

Noth 1 . — The term3 of all coaversions, commutations and surrender values of policies may 
be ascertained from the Deputy Accountant General, Posts and Telegraphs, Calcutta. 

Note 2 — The mothod of calculations is given in Appendix A and is not intended for publica- 
tion. 

34 . The formal application for surrender value, accompanied by the 
Policy, or Contraot and the premium or subscription receipt books and bonus 
certificates, if any, is made to the Postmaster-General, who will forward the 
application to the Deputy Accountant General. On receipt, the calculations 
will be made in Form No A. G. P. T -140 as on the date of application and an 
intimation of the surrender value in Form No. A. G. P. T.-141 signed by the 
Gazetted Officer sent to the Postmaster-General for his sanction. The neces- 
sary intimation to the Audit Officer under Rule 35 of the Postal Insurance 
Rules will he issued in Form No. A. G. P. T.-142. 

Noth 1. — All applications for surrender values received from the Postmaster-General are 
entered m a Register in Form A. G. P. T.-149. The issue of the certificate as well as the number 
and date of the Banotion of the Postmaster- General when received are noted in the proper 
columns of the Register. A note is also made m the Card or Subscription Register concerned. 
The sanction of tho Poastmaster Genoral and the Registers or Cards will be submitted to the 
Gazetted Officer who will initial tho entries in the Registers or Cards and pass rocoid ordor on the 
sanotion. The Register of application for surrender value (Form No. A. G. P T.-149) will bo 
closed and submitted to tho Accountant weekly and to tho Gazetted Officer for review on tho 
10th of the following month with an analysis of outstandings and reasons for delay m disposal 

Note 2. — In tho case of an insurant who applies for the surrender value of tho policy, but 
dies before taking payment thereof, the full value of the policy may bo paid to the legal heir, 
or the assignee, as the policy should bo regarded as aotive so long tho paymont of the surrender 
value has not boon effected. 

35. ''In the case of commutations or conversions of policies, a declaration 
in Form No. A. G. P. T.-144 is sent to the Deputy Accountant General duly 
signed, along with the original policy and the pre mium receipt hook. On 
xeceipt of the declaration, the calculations are revised as on the date of declara- 
tion and the orders of the Gazetted Officer are taken on Form No. A. G. P. T.-145 
for the issue of the new policy. 

36 . The new policy is issued under the Original number on a fresh form. 
The policy is dated with the date of effect of the alteration, the original date 
of entry being noted in red ink below this date. The M Attained age 55 with 
reference to which the calculations have been made is entered under " Age of 
entry ,5 , and the entries in the Policy Register under the item concerned are 
altered accordingly under the initial s of the Gazetted Officer with a note of the 
date of effect in the remarks column. To work out the financial effect of the 
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alteration on the accumulated figures, it is also entered under the initials of the 
Gazetted Officer in a Register in Form No. A. G. P. T.-146. The original Policy 
is cancelled with the remarks ff Cancelled by commutation and conversion and 
filed with the declaration in the case ” and the entry in the card is also correct- 
ed. The new policy along with a fresh premium receipt book, when pre m i um s 
are still payable, is issued over the signature of the Gazetted Officer. The 
policy is despatched m the manner prescribed in Article 15. The usual inti- 
mation to the Audit Officer and the immediate superior is also prepared and 
despatched at the same time. 

37. The Postmaster-General’s sanction to the payment of the surrender 
value, on being received, is entered in the Surrender Value Register in Form 
No. A. G P. T.-149 under the initials of the Gazetted Officer. When the 
surrender value has been paid, necessary note is made in the Policy or Contract 
Register as well as in the Surrender Value Register, all under the initials of the 
Gazetted Officer To facilitate the identification of items, the serial numbers 
thereof as given in the Policy or Contract Register are cited in the Surrender 
Value Register. Entry in the two sets of Registers is made only when the pay- 
ment has been taken, as the Policy or Contract holder has the full discretion 
of changing his mind to revive his policy meanwhile, on payment of arrear 
premiums with fines due. 

Maturity of Policies and Contracts. 

38. When a policy matures either by death or on the attainment of the 
specified age, an application for payment is made to the Postmaster-Genera! 
concerned with the policy, bonus certificates, if any, and premium receipt book. 
On the requisition of the Postmaster-General, a certificate in Form No. A. G. P. 
T.-148 is issued by the Deputy Accountant General. On receipt of the necessary 

d ^ 

intimation from the Postmaster-General which is to be recorded m the -- j . — 

completion 

Register (Form No. A. G. P. T.-149), the Ledger Cards are consulted to see if 
any premium is due and if there is any lapse under rule 39 of the Postal Insur- 
ance Rules not revived. In the latter case no claim is entertained. If there 
has been no such lapse but the premium has not been paid, the amount is noted 
in the certificate to the Postmaster-General as recoverable from the value of the 
policy. The calculations will be worked out in Form No. A. G. P. T.-149 A, and, 
after they have been checked by the Accountant, the form should be placed 
before the Gazetted Officer for signature. Necessary entries are made in the 
Card but not m the Policy Register until and unless the payment has been 
taken. The Death/Completion Register (Form No. A G. P. T.-149) will be 
closed and submitted to the Accountant weekly and to the Gazetted Officer 
for review on the 10th of the following month with an analysis of outstandings 
and reasons for delay in disposal. 

Noth 1 . — When application is made to the Postmaster- General for payment of the valne 
of a policy without the production of the policy, the Postmaster-General's order of payment is 
issued only after obtaining an Indemnity Bond duly executed. 
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Note 2. — If the records aIiow that the policy has been assigned to any person, the fact is 
noted on the certificate. 

Noth 3. — Ti hen a polici has been assigned to the Secretary of State under Rule 21 of the 
General Piovidont Fund (Central Services) Rules, leasMgnment is not lequirod before payment 
of the sum assured to the legal lepiesentstivea of the deceased 

Note 4 — In stating the value of the policy, the bonus additions should be taken into 
account 

Note o. — If no intimation has been recoivcd from the Postmaster-General, but intimation 
has been received direct from a claimant of the value of a policy, the PostmaBter-General is 
■addressed, as a. certifioato is lflbued only at his request. 

Note 6 — A policy holds good even m the event of the assured losing hia life on Field Service 
though tho payment is to be made through an Indian Post Office 

Note 7. — Rule 39 oi 40 of the Postal Insurance Rules does not operate when death happens 
on or before the 21st of the month with the piomium left unpaid. 

Note 8. — When the insurant dies on the first day of any month, the premium for that 
month is not recovered and if it has a 'ready been recovered it is refunded to the legal heirs ot the 
deceased along with the value of the policy. 

Note 9 — Short recover.ee or excess credit of premia on account of elimination of pies 
amounting to less than a rupee may be neglected in the case of final payments hut if there is any 
Amount due to the party owing to the premia having been recovered in excess beyond the sti- 
pulated period or duo from the party owing to the premia not having been recovered up to the 
stipulated period, the shoit reeovenea or excess credits should bo adjured when the final payment 
jB made. 

39. Before the first monthly allowance becomes payable to the purchaser, he 
is to intimate to the Deputy Accountant General the name of the Post Office 
at which he desires to receive the allowance. On receipt of this intimation, the 
Monthly Allowance Register as well as the Subscription Register mentioned 
in Article 24 is consulted. If all subscriptions due have been paid and 
if there has been no lapse unrevived, the necessary authority is issued to the 
Postmaster named, for the payment of the allowance, on production by the 
purchaser of a life certificate in the prescribed form and on proper identi- 
fication 

40. The authority already issued along with the contract in the case of 
immediate monthly allowance will hold good only so long as the purchaser is 
alive. When the annuitant has changed his residence, the original authority 
is redirected to the new office by the first office, if so desired by the party. 

The payment of the allowance is watched through the Register m Form 
A. G. P. T.-151. 

Note 1. — When a purchaser of a Monthly Allowance Contract has left India, the amount 
may be paid to his authorised agent at an Indian Rost Office nominated by him, subject to the 
production each month of a life certificate signed by a Justice of the Peace, Minister, Church 
Warden or legally qualified Medical Officer. If tho agent is a banker who has furnished a bond 
of indemnity as security against any loss In case of overpayments, the life certificate need not be 
insisted on. 

Note 2. — The full amount of the allowance for the month In which the purchaser dies is paid 
to his heirs. 

Audit of Payments. 

41. The payment in respect of policies and contracts by a Post Office are 
accounted for each month in two schedules, one for the period from 1st to 10th 
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and the other for the rest of the month. The schedules along with the vouchers 
duly receipted and complete in form are forwarded each month to the Deputy 
Accountant General by the Postal Audit Offices concerned In the case of 
policies, the payment is audited with reference to the sanction recorded on 


discharged . 

the policies concerned, and entered in the Register of Policies 3 — v m 

Form A. G. P. T.-150 as well as in the Policy Register (Form A. G P. T.-110) 
against the items concerned under the initials of the Gazetted Officer. The 
attestation of the paid vouchers by the Gazetted Officer will be completed by 
the end of the fourth month following and the payment registers will be closed 
and submitted to the Gazetted Officer for review on the 15th of the 5th month 
following the month of account. In the case of refunds, the payments are 
audited with reference to the refund orders, and are noted against the items 
concerned in the Register of Refunds, mde Article 32. In the case of medical 
fees paid, they are audited with reference to the sanctions of the Heads of 
Circles received with the paid vouchers and the total amount paid is posted 
directly into the Broadsheet of charges (Form No. A. G P. T.-160) for each 
circle while payments of monthly allowances are audited through the Register 
referred to in Article 40. 


Note 1 — All payments must be supported by vouchers duly signed and stamped, if neces- 
sary. These vouchors should be carefully chocked according to the instructions contained in 
Article 131 of the Audit Code 

Note 2 — When any deduction on account of arrear premium due or fine unrealised is made 
from the value certified under Article 38, the gross amount is charged in the payment register 
with per contra credit to premium or fine, as tho case may be 

Note 3 — The travelling allowance for medical examination, should be charged to the head 
“ NIX — Posts and Tel( graphs ” and not to the host Cilice Insurance Fund, A register m Form 
No A G P T -107 ib main tamed in tlu* Potlal Life Insurance Section to reooid all payments 
in connection with the travelling allow unee Tins register is subnutted to the Gazetted Officer 
loi review on the 25th of tho third month following the month of account. 


Account Reconciliation. 

Receipts. 

43. (a) As soon as all the items m a list or schedule are posted, the totals 
of the amounts posted and accumulated on the totaliser will be found to 
agree with the total of the list or schedule. If, for any special reason, any 
item could not be posted for want of the proper card, it is posted in a separate 
list of “ unadjusted items ”. The total of the list or schedule, the totals of 
the amounts posted, and the total amount of unposted items, if any, will he 
typed by the machinist in the monthly reconciliation statement of Postal Life 
Insurance receipts (Form No. A. G. P. T.-120) and the details of the unposted 
items will be shown on the reverse of the form. The entries made on both sides 
of the Form should be attested by the machinist under his dated initials. 

(b) The monthly reconciliation statement should be stitched to the lisf" 
or schedule to which it relates. The auditor concerned must copy all the items 
which have not been posted by the machinist in a separate part (l\*rt I) of 
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the Register in Form No. AG.P.T.-151 and take prompt action for settling 
the items noting the number and date of reference in the remarks column of 
the Register. The items -which remain unsettled for over six months should 
be transferred to Part II of the Register with the remark “ For [previous corres- 
pondence see item . . of Part I Further correspondence 

should he pursued and noted in Part II. 

When an item is settled, the auditor should post and attest the posting in 
the card and strike out the entry m the relevant part of the Register under his 
dated initials duly noting against that entry the number of the policy and the 
month m which it is posted 

The Register of items remaining unposted (Form No. A.G.P.T.-154) 
should be reviewed by the Accountant and submitted to the Gazetted Officer 
for leview on the 15 th of each month. 

(c) The auditor should classify the figures under the heads ‘ f (t) Life 
Insurance, During Life and Fixed, (li) Endowment Assurance, (Hi) Monthly 
Allowances, (■ iv ) Medical Fees and (v) Fines. The total of the amounts under 
the various heads must agree with the total of the list or schedule as verified 
by the machinist. 

(< d ) The list or schedule, with the monthly reconciliation statement, should 
then be made over to the accounts group for purposes of posting the Regis- 
ters maintained in that group and effecting the agreement with the credits 
intimated by the Book Section of the office of the Accountants General, Posts 
and Telegraphs. At the end of the year, the totals of all the schedules or lists 
should be compiled and verified with the figures of the General Book and 
suitable explanations should be given of all items remaining unposted at the 
end of the year and the explanation sheet should be attached to the annual 
reconciliation statement for the information of the Gazetted Officer. 

43 . The difference between the consolidated total of premiums as arrived 
at in the Broadsheet of premiums realised (Form A. G, P. T.-155) and the total 
in the detail books is explained in Form A. G. P. T.-156. The Broadsheet 
is submitted to the Gazetted Officer on the last day of the fourth month follow- 
ing the month of account. 


Payments . 

44 . As regards payments, the totals of the several registers mentioned 
in Article 41 are similarly consolidated and reconciled with the detail book 
figures through Form A. G. P. T.-160. The Broadsheet of charges is submitted 
to the Gazetted Officer on the last day of the 4th month following the month 
of account. At the end of the year the totals of all the schedules or lists 
should be compiled and verified with the figures of the General Book. The 
several account heads are as under : — 

(i) Medical Fees paid, (ii) Refunds of medical fees, (Hi) Life Insurance 
Policies paid, (iv) Surrender value of Life Insurance Policies, 
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(v) Life Insurance premia refunded, (vi) Endowment Assurance 
Policies paid, (vii) Surrender value of Endowment Assurance 
Policies, (vin) Endowment Assurance premia refunded, (ix) 
Monthly Allowance paid, (sc) Surrender Value of Monthly Allow- 
ance and (xi) Monthly Allowance subscription refunded. 

Interest Calculations and Annual Adjustments. 

45. Interest is allowed on the balance at credit of the Post Office Insurance 
Fund at the rate of 3^ per cent, per annum on the balance on the last day of 
^each month. 

48. The interest-bearing balance is worked out in a register in Form No. 
A. G. P. T.-162 as follows 

The total receipts of a month as realised by deduction from the pay and 
allowances and as paid m cash into the Post Offices, and the total chaigos for 
that month are posted in the register (Form No. A. G. P. T.-1621. Tho net 
balance is then worked out and added to the opening balance of the month. 
On this total amount which represents the interest-bearing balance for the 
month, interest is calculated. 

When the interest register (Form No. A. G. P. T.-162) is completed for a 
month, the totals of receipts and payments for the month are agreed with the 
corresponding figures in the Broadsheets (Forms No. A. G. P. T.-155 and 
No. A. G. P. T.-160) and the register is submitted to the Gazetted Officer on 
the last day of the 4th month following the month of account. At the end of 
the year, the progressive total of interest for the year is passed on to the 
credit of the Fund by debit to the head ‘ 22-Interest on debt and other 
obligations — Interest on Postal Insurance and Life Annuity Fund. 5 

Note 1. — The interest is calculated separately foT the three branches of the Fund. 

Noth 2. — Medical fees paid are distributed between Life Insurance and Endowment Assur- 
ance m the proportion which the total number of policies issued under Life Insurance bears 
to the total number under Endowment Assurance m the year. 

47. The cost of working and administration of the Fund and the cost of 
accounting and auditing should also be worked out and adjusted in the manner 
described in Chapter 6 of the Posts and Telegraphs Account Code, 

Preparation of Statistical and Financial Returns for the Director-General. 

48. To enable the Director-General to include in the annual Administra- 
tion Report information about the operations of the Post Office Insurance Fund 
the following statistical and financial returns are prepared and furnished to the 
Central Office to reach by the 25th of August, each year for transmission to 
him with the Comments of the Accountant General on the general position 
of the Fund on or before the 31st August, 

Statement A-I . . Showing the operation of the schome of 

(Form A. G. P. T -163) Life Insurance and Endowment Assur- 
ance during the year under review as 
compared with the previous year. 
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Statement A-IX . . Showing the operation of the scheme of 

(Form A. G. P. T.-164) Monthly Allowance during the year as 

compared with the previous year. 

Statement B . . . Abstract of Life Insurance and Endowment 

(Form A. G. P. T.-165) Assurance Policies and Monthly Allow- 
ance Contracts issued, discharged, lapsed 
and surrendered during the year. 

Statement C-l . . Financial result of the Life Insurance Sec- 

toral A. G. P.T.-166) tion. 

Statement C-II . . Financial result of the Endowment Assur- 

ance Section 

Statement C-II1 . . Financial result of the Monthly Allowance 

Section. 

Statement D-I Showing the number of policies in the Indian 

Posts and Telegraphs Department only, 
which have been discharged or closed 
during the official year and which are 
active on the 31st March. 

Statement D-Dl . . Showing the outstanding liabilities of the 

Fund on the Policies which have become 
claims but have not been paid during the 
financial year. 

Statement D-IH . Showing the number of annuities purchased 

during the year under Axtiole 807, Civil 
Service Regulations. 

Notb. — C opies of statements C-I, C-II and C-III are also sent to the Actuary to the Gov- 
ernment of India along with the valuation statements mentioned in Article 56. 

49. Statement A-I is prepared separately for each of the several Depart- 
ments from the Policy Register, Broadsheet of Premia realised, and Broad- 
sheet of charges, and shows the following details : — 

(a) Number of lives assured. 

(b) Amount insured. 

(c) Amount received as premia including fines and medical fees. 

(cZ) Amount of claims met separately under Life Insurance (whole life) 
and Life Insurance (Limited period) and also under Endowment 
Assurance heads ; a grand total is given at the end. The cost 
of establishment and stationery is also shown here. 

The total under each sub-head is compared with the totals of the previous 
year’s statement and the difference is shown under increase or decrease, as the 
case may be. 

A comparison is also made of the number of lives assured under the head 
“ Asiatic 55 and “ Non-Asiatic 
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50. Statement A-II is prepared separately for each Department from the 
Register of Contracts issued, Register of Subscriptions realised and Broad- 
sheet of charges and includes the following details : — 

(a) Number of subscribers. 

(b) Amount of monthly allowance secured. 

(c) Amount of subscription realised. 

(d) Claims met and cost of establishment, stationery and printing. 

The details are shown separately for immediate and deferred monthly 
allowances and the grand total is struck at the end. The total under each sub- 
head is compared with the total of the last year’s statement, the difference 
being shown under increase or decrease. The number of subscribers under 
“ immediate ” and deferred ” is also compared with the number shown in the 
previous year's statement under the heads “ Asiatic ” and “ Non- Asiatic 

51. Statement B is compiled from the Issue Register and also from the 
Lapse, Surrender and Payment Registers. 

It shows the following details : — 

Balance of the previous year. 

Issue during the year. 

Discharge during the year • 

Balance at the close of the year. 

The number and amount under life Insurance, Endowment Assurance 
and Monthly Allowance Contracts are shown separately. The number and 
amount of lapse, cancellation, surrender and payment of policies axe also shown 
separately. The amount of bonus paid is also shown separately under 
payment of policies. 

52. Statement C-I (Life Insurance) is prepared from the Broadsheet of 
Premia Realised, Broadsheet of Charges and Interest Register, and shows the 
following details : — 

Receipts . 

Balance on 1st April. 

Premia realised during the year. 

Ernes realised during the year. 

Medical fees realised during the year. 


24 


53 — 54 ] POST OFFICE INSTJBANOE FUHD. 


[Chap, 1* 


Total Receipts, 

Payments. 

Life Insurance Policies paid. 

Surrender value paid. 

Medical fees paid. 

Refund. 

Refund of Medical Poes. 

Postal establishment including printing, etc. 

Total Payments, 

Interest on balance. 

Balance on 31st March. 

De d uc t R eserve value of converted policies. 

Add 

Statement C-II (Endowment Assurance) is prepared in the same way as 

C-I. 

53. Statement C-III (Monthly Allowance) is prepared fron the Broad- 
sheet of Subscriptions, Broadsheet of Charges, and Interest Register and shows 
the following details : — 

Receipts — 

Balance on 1st Apnl. 

Subscriptions realised during tho year. 

Amount paid in lump for purchase of immediate Monthly Allowance. 
Fines realised during the year. 

Total, 


Payments — 

Allowance paid. 

Surrender value paid. 

Refund of subscription. 

Postal establishment including printing, etc. 

Total . 

Interest on balance. 

Balance on 31st March. 

54 . Statements D-I, D-II and D-III are compiled from the several registers 
of policies paid, surrendered, lapsed and cancelled, after classifying them accord- 
ing to the Departments to which the insurants belong. 
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55. A statement showing the particulars of policies converted during the 
month from one class to another with copies of the memoranda of calculation, is 
sent monthly to the Actuary to the Government of India for the calculation of 
reserve value. 

Actuarial Valuation of the Fund. 

58. To enable the Government Actuary to conduct the periodical Valuation 
and Mortality Investigation of the Fund, the following statements for each 
quinquennium are prepared and furnished to him after the close of the accounts 
for each year of the quinquennium : — 

(a) S umm ary of policies showing the variations and the number and 

sum assured exposed to risk at each attained age in the year end- 
ing 31st March. 

(b) Consolidated statement showing the number and sum assured 

exposed to risk at each attained age on the 31st March and the 
number and sum assured of policies under claims by death, 
extracted from statement No. A-I. 

(c) Statement showing the particulars of monthly allowance contracts 

as they stand on the 31st March of the year. 

(i d ) Copies of annual statements C-I, C-II and 0-111 (vide Note to 
Article 48). 

To avoid delay at the end of the quinquennium it is essential that the 
statements for each year should be prepared and submitted to the Actuary 
as soon as possible after the close of the accounts for the year. 

Noth — The following two additional statements are sent to the Actuary at the end of the 
quinquennium , — 

(1) Particulars of policies which became claims either by death or eurvivance since the 

establishment of the Fund down to 31st March ending the quinquennium but 
whioh will remain unpaid on that date. 

(2) Particulars of policies forfeited, under Rule 40 of the Postal Insurance Rules, since 

the establishment of the Fund, the surrender values of which have not been claimed 
and paid during the period 

57. The statement referred to in clause (a) of Article 56 shows the number 
of policies at the beginning of the year, the additions and deductions during 
the year, and the number of policies which became claims by death. There 
is a special column “ Policies exposed to risk ” showing the number and sum 
assured, each of the sub-columns " number ” and “ sum assured ” being 
filled up by adding half the number and sum of assured policies issued, to the 
balance of the previous year and deducting therefrom half the number and 
sum assured of policies discharged except by death. The statement required 
to be sent to the Actuary is prepared from the particulars of the Primary and 
Secondary Statements. The various processes leading up to the final state- 
ments are given in Articles 58 to 61 

58. Valuation cards in Form No. A G. P. T.-170, one for each policy, 
bearing necessary important particulars are prepared by the issue group while 
M1IP&T 
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issuing policies. They are collected together for each official year in the valua- 
tion group 

69 . These cards are first sorted according to the serial numbers of the 
policies and any missing card should at once be supplied by the valuation group. 
These are again arranged according to the different maturing ages, mz , Endow- 
ment Assurance 45 to 55, Whole Life, WTioIe Life limited Payments 50 and 55. 

60 . The cards so arranged are then re-sorted according to the valuation 
years of birth and entered in that order in the primary statements of policies 
issued, in which the following particulars are given : — 

(а) The number of the policy 

(б) The monthly premium. 

(c) Amount of sum assured. 

The totals of amounts under heads ( b ) and (c) are then struck. 

61 To prepare the Primary Statements of policies discharged, the valua- 
tion cards relating to policies that have matured, been surrendered, cancelled 
ox forfeited, are picked out from the sorted bundles of previous years. The 
necessary entries in respect of date and mode of exit (V Y. 0. B.) and quin- 
quennial bonuses of each of the policies are then noted in the valuation cards. 
The Primary Statement of policies discharged showing the particulars of dis- 
charge, viz., by death, maturity, surrender, conversion or lapse to Govern- 
ment, is then prepared with the help of the sorted cards. 

62 ; From the total of the Primary Statements of the policies issued, are pre- 
pared the Secondary Statements of active policies called “ Addition Statements ” 
in which are recorded in total numbers, the particulars of policies issued during 
the year, the policies affected by conversion and also the policies which have 
been revived during the year. 

68 . The Secondary Statements of discharged policies called “ the Deduc- 
tion Statements ” are similarly prepared from the totals of the Primary State- 
ments of discharged policies under different heads, mz., maturity, surrender, 
forfeiture, conversion, etc. 

64 . The particulars of policies in force at the beginning of the year, the 
additions and deductions during the year as per Addition and Deduction 
Statements and the policies which became claims by death and the balances 
thus arrived at the end of the year, are then entered in the final statements. 
The column f< policies exposed to risk s ' is then filled up from the entries in the 
previous columns. 

66. On receipt of the report of the Actuary regarding the valuation of the 
Fund at the end of the quinquennium, the Governor General in Council will 
issue orders sanctioning the rates of bonus and interim bonus, if any, for each 
branch of the Fund. The rates of bonuses sanctioned from time to time are 
given in Article 66. As soon as orders of the Governor General in Council are 
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received, the bonus due on each policy is calculated and intimated under the 
signature of the Gazetted Officer to the party concerned under a printed 
letter (Form A. G. P. T.-171) on receipt of a requisition from him The sheet 
on which the calculations are made with the initials of the auditor and Account- 
ant who checked the calculations will be filed in the personal case of the insurant. 

66 . The bonus rates sanctioned from time to time are : — 

( i ) 1907. — 10 per cent, on the face value of a Life Insurance policy 
issued prior to 1st April 1907 or after that date but at the rate 
of premium in force prior to it 

(n) 1912 — 2 per cent, per annum on the sum assured, in the case of 
Life Insurance and 1 per cent in the case of Endowment As- 
surance, in respect of each month’s premium paid since 31st 
March 1907 to 31st March 1912 

[Hi) Interim bonus at half the rates referred to in clause (ri) was allowed 
in respect of each month’s premium paid since 31st March 1912 
m the case of policies which become claims either by death or 
survivance between 1st April 191 2 and 31$t March 1917, provided 
that the premiums have been paid for at least 5 years and up to 
the date of death or survivance. 

(iv) 1917 . — 1£ per cent per annum on the sum assured in the case of 

Life Insurance and 1 per cent in the case of Endowment Assur- 
ance for each full year the respective policies were in force 
between 1st April 1912 and 31st March 1917 

(v) Interim bonus at two-thirds of the above rates was allowed in the 

case of Whole Life and Endowment Assurance policies which 
become claims by death between 1st April 1917 and 31st March 
1922 for each full year they were in force during that period. 
An inten?n bonus at one peT cent was allowed in the case of 
Endowment Assurance policies which become claims by sur- 
vivance between 1st April 1917 and 31st March 1922 for each 
full year they were in force during that period 

(‘ vt ) 1922. — 1-1/5 per cent, per annum on the sum assured, in the case 
of Life Insurance and 4/5 per cent, per annum in the case of 
Endowment Assurance for each full year the respective policies 
were in force between 1st April 1917 and 31st March 1922. 

(vii) Interim bonus at three-fourths of the above rates was allowed in 
the case of Life Insurance and Endowment Assurance policies 
which become claims by death or survivance between 1st April 
1922 and 31st March 1927. 

{mii) 1927 . — 12 per cent per month on the sum assured in the case 
of Whole Life Assurances or for limited period, or for which no 
further premia are payable and *08 per cent, per month in the 

o 2 
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case of Endowment Assurances, in respect of each full month 
during which the respective policies were in force between 1st 
April 1922 and 31st March 1927. 

(w&) Interim bonus at three-fourths of the rates mentioned in clause 
(mu) is allowed in the case of Life Insurance and Endowment 
Assuxanoe Policies which become claimB by death or survivance 
between 1st April 1927 and 31st March 1932. 

(x) Policies surrendered between 1st April 1927 and 17th December 
1928 will be allowed to share in the bonus, the surrender value of 
which will be the cash surrender value of the reversionary bonus 
calculated at f th of the full rate of bonus stated in cla use (vni) 
above, for such portion of the period from 1st April 1922 to 17th 
December 1928 as they weTe in force. 

For Policy holders who surrendered or may surrender their policies between 
the 17th December 1928 and the 31st March 1932, the bonus will be the cash 
surrender value of the bonus at the interim rate declared in Resolution No. 

7 P. 0., dated the lfth December 1928, as applicable to cl aims maturing 
between 1st April 1927 and 31st March 1932 in addition to the cash surrender 
value of the bonus admissible under clause (vm) above. 

Noth. — I n calculating the bonus, all fraotions of a rupee should be omitted, while under 
life Assurances effected under the old rates, the sum assured is to be taken as tho face value of 
the policy plus the 10 per cent bonus added in 1907 

Preparation of Financial and Statistical Statements for the Actuary to the 
Government of India- 

67 . Undei the Indian Life Insurance Company’s Act (Act VI of 1912) 
the following Financial and Statistical Statements are required to be sent 
to the Actuary to the Government of India in March, every year : — 

(1) Revenue Account of' the Post Office Insurance Fund. 

(2) Statement showing the number of Policies issued, sum assured and 

the total amount of premia realised and also the number, amount 
and bonus of policies and the number and amount of contracts 
remaining in force on 31st March of each year. 

(3) Statement showing the additions to, and the deductions from, the 

numbeT of policies existing on the 1st April of each year, as also 
the sum assured and the amount of reversionary bonus. 

(4) Statement showing the particulars of policies forfeited or lapsed in 

the last financial year, less those revived, classified according 
to the year in which they were issued. 

Not 1 !!. — Statement (4) should be -■ ■- ] ‘ for Life Insurance and Endowment 

Aeauranoc, statements (3) and (4) boi. , a es. 
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Progress Report. 

68. A daily progress report should be maintained in Form No. A. G. P. T.- 
172 by each of the Auditors in charge of the Audit Groups and submitted to 
the Gazetted Officer through the Accountant every Monday. Separate reports 
should be maintained in manuscript for the Issue, Account, Mac hin e and Re- 
view Groups and submitted to the Gazetted Officer every Monday. 

69. Deleted . 


Record Arrangements. 

70. All forms that are used in the Section are kept in the custody of a clerk 
who is also placed in charge of all important cases of the Section. He is to 
work under the direct orders of the Senior Accountant, as a General Assistant 
in the Section and to receive and distribute the dak. Forms of policies and 
premium receipt books are, however, kept in the custody of an Accountant 
who is required to keep a proper account of them (in Form No. S. Y.-240) and 
to verify the balances annually. 

> 71. One case will be opened for each insurant, as laid down in Note 1 to 
Article 7 and all correspondence relating to the policy or policies held by the 
insurant will be filed in it. The cases will be kept arranged in racks in the 
custody of the Reference Clerks and will be supplied by them to the Auditors on 
requisition. The cases of insurants whose policies have been closed either by 
payment or by surrender or forfeiture are transferred to the Old Records for 
preservation. 

72 . mi. 
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Introductory. 

73. To facilitate the investment of Savings Bank deposits, in Govern- 
ment Securities, the Indian PoBt Office, acting as Agent to the Government of 
India, undertakes the purchase, sale and safe custody of Government Secu- 
rities on behalf of Savings Bank depositors. Such transactions are regulated 
in accordance with the Indian Securities Act (Act X of 1920) and subsidiary 
rules made thereunder by the Governor General in Council — both of which will 
be found in the Government Securities Manual. Rules regarding such transac- 
tions, for the guidance of investors are published in the Sub-scction <c Invest- 
ments ” in Section VI of the Indian Post and Telegraph Guide. Detailed rules 
of procedure to he followed in Indian Post Offices will be found m Chapter 
8 of the Posts and Telegraphs Manual, Volume VT (Post Office). 

Note— The Indian Securities Act (X of 1920) does not recognise any Trusteeship in Gov- 
ernment Promissory Notes. These Notes are Tegarded as the property of the person in whose 
name they stand issued or endorsed and these endorsements are considered valid so long as the 
Notes have been dealt with under the provisions of the law and rules framed thereunder. As 
Government Securities held in the custody of the f Accountant General, Postsand Telegraphs, 
stand m his own name, he may use his own discretion on the merits of each case, apart from the 
provisions of the Indian Securities Act or the rules issued thereunder, m making endorsements 
in favour of claimants 

74. The Accountant General, Posts and Telegraphs, exercises on behalf of 
the Auditor General, the same authority in respect of the audit of Government 
Security transactions as in the case of Savings Bank transactions (vide Article 

(31) 
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270). The Rules issued by the Auditor General of India governing the sub- 
mission of accounts to the Audit Office in respect of transactions in Government 
Securities and the maintenance of initial accounts from which the accounts so 
rendered are compiled, will be found in the Posts and Telegraphs Manual, 
Volume VI (Post Office). The audit and accounts work m connection with 
Government Securities is conducted by the Deputy Accountant General, 
Posts and Telegraphs, Calcutta, on behalf of the Accountant General, Posts 
and Telegraphs. 


Accountant General's Imprest, 

76. An imprest of Government Promissory Notes of the nominal value of 
Rupees one lac in various Government of India Loans is held by the Accountant 
General, Posts and Teelgraphs. Out of this imprest Government Securities 
are sold to the Savings Bank depositors and into it are absorbed the securities 
sold by them. 

In order to keep a watch over the state of the imprest, the fluctuations of 
the Government Securities market and the gain or loss arising out of the daily 
transactions, the following registers are maintained in the Government Security 
Section : — 

(1) Register for controlling the imprest and Sales and purchases (Form 

No. A. G. P. T.-200). 

(2) Imprest Register showing daily average cost of Securities (Form 

No. A. G. P. T.-201). 

(3) Imprest Register showing Profit and Loss (Form No. A. G. P. T.- 

202 ). 

76. In the register in Form No. A. G. P. T.-200 are posted the totals of 
the day 5 B purchases and sales in the various Loans and Bonds, as collected from 
the applications received on the day. The balance of imprest at the end of 
the day, which is arrived at by adding to or deducting from the previous day’s 
balance the net result of the day's transactions, is also shown therein. The 
average cost per cent, of the balance of the imprest as worked out in the register 
referred to in Article 77 is then noted in the appropriate column of this register. 

The register is placed daily before the Gazetted Officer-in-Charge of the 
section who will note his orders for reple nishin g or reducing the stock in the 
columns provided for the purpose. The register should be submitted to the 
Deputy Accountant General by the 10th of the following month. 

77. The register in Form No. A, G. P. T.-201 is maintained for the purpose 
of working out the average cost per cent, of the balance of the imprest. Tins is 
done by adding to the previous day’s balance the amount of securities purchased 
either from the Savings Bank depositors or through the agency of the Reserve 
Bank of India or through brokers. The average cost per cent, should be worked 
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out from the purchase transactions only and the cost of the imprest to be 
carried forward to the next day will be the cost of the balance of the imprest 
after deducting the nominal value of the securities sold. 

78. The monthly profit or loss on account of the transactions in con- 
nection with the purchase and sale of Government Securities is worked out in 
the Register in Form No. A. G. P T.-202. The daily transactions showing 
the nominal value of the securities purchased and sold, cost of purchases and 
sale proceeds are posted in the register from the applications. The transac- 
tions in connection with sales by Savings Bank depositors and purchases by the 
Accountant General are shown in columns 15 and 16 w hil e those relating to 
purchases by Savings Bank depositors and sales (from imprest) by the Account- 
ant General in columns 17 and 18. At the close of the month the average cost 
per cent, is calculated from the nominal value and the actual cost of the purchases 
made by the Accountant General during the month as well as the closing balance 
of the previous month and its cost at the average rate The average price of 
total sales by the Accountant General during the month is worked out at the 
rate of the average cost per cent, of the purchase. If the average price of the 
total sales thus arrived at is less than the actual value of securities sold, the 
difference is the profit for the month, otherwise it is a loss. 

79. In order to keep the imprest held by the Accountant General within 
its limit and also to replenish the stock, Government securities are purchased 
and sold either through the Reserve Bank of India or in the market through 
certain recognised firms of private brokers. A drawing account in the Reserve 
Bank of India is maintained in favour of the Deputy Accountant General, 
Posts and Telegraphs, Calcutta, for payment of broker’s bills. 

80. When Government Securities are to be purchased from the Reserve 
Bank of India, for replenishing the imprest, a requisition in Form No. A. G. P. 
T.-203 is sent to the Bank. On receipt of the Bank’s intimation of purchase 
together with the securities the particulars of the latter are verified and entered 
in the Intermediate Day Book (vide Article 131) and then transferred to Stock 
after renewal if necessary The second half of the counterfoil of the intimation 
of purchase is sent to the Bank in acknowledgment of the securities received. 
When on account of accumulation in the imprest. Government Securities are to 
be sold to the Reserve Bank of India, the particulars of the securities axe en- 
tered on the issue side of the Stock Day Book and a requisition in Form No. 
A. G. P. T.-203A is sent to the Bank along with the Government Promissory 
Notes duly endorsed in its favour. On receipt of the Bank’s intimation of sale 
the details thereof are checked. The particulars of the transactions (purchase 
and sale) are noted in the Register of Purchase and Sale of Government Secu- 
rities through the Bank m Form No. A. G. P. T.-212 and the entries in the 
register are initialled by the Gazetted Officer on the same day. The entries 
are totalled monthly and the total amounts of purchases and sales are agreed 
with those shown in the Inward Exchange account of the Accountant General, 
Bengal. 
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81 . When it is decided to replenish the imprest by purchase of securities 
from the brokers an order is placed with them. On receipt of the securities 
together with the bills in duplicate for the cost thereof, the bills are checked by 
the Accountant and cheques are issued in favour of the brokers, on the Reserve 
Bank of India. The particulars of the securities are then entered in the 
Intermediate Day Book after verification and then transferred to the stock 
after renewal, if necessary. An acknowledgment for the cheque is received 
from the brokers when the cheque is delivered to them. 

82 . The sale of Government securities through the brokers is also effected 
by means of cheques. Bills against the brokers are prepared, m Form No. 
A. G. P. T.-204 and when cheques are received from them, they axe remitted 
to the Public Accounts Department of the Reserve Bank of India for realisation 
along with a credit slip in Form No. A. G. P. T.-258. 

A register in Form No. A. G. P. T.-257 is maintained m which are recorded 
on the receipt side the amount of cheques received from the brokers for the 
value of securities sold through them, and on the payment side the amount of 
cheques issued by the Deputy Accountant General, Posts and Telegraphs, 
Calcutta, to the brokers when the securities are purchased through them (vide 
Article 81) as well as the particulars of the cheques which are received for realisa- 
tion through the Reserve Bank of India. The register is closed every month 
and the amount of cheques is verified as per certificate furnished by the 
Reserve Bank of India. An account of the payment made by cheques in 
Form No. A. G. P. T.-205 together with the acknowledgments for the cheques 
is sent for audit to the Postal Account Section. After audit the account is sent 
to the Accounts Officer Telegraph Check Office, for review. 

88. A remittance book in Form No. A. G. P. T.-206 is also maintained. 
The particulars and amounts of all cheques issued by the Deputy Accountant 
General, Posts and Telegraphs, Calcutta, against the drawing account and 
the particulars and amounts of cheques received by him for realisation through 
the Reserve Bank of India, are entered in the register. The entries m this 
book are initialled by the Accountant, Public Accounts Department of the Re- 
serve Bank of India, in token of his having received the cheques. A statement 
showing the amounts of cheques forwarded to the Public Accounts Department 
of the Reserve Bank of India for encashment during the month is prepared 
in the Government Security Section and sent to the said Department of the 
Reserve Bank of India by the middle of the next month for verification with 
the books of the Bank. 

A Pass Book is issued by the Reserve Bank of India in respect of the draw- 
ing account in which the number and amount of cheques issued are entered by 
the Bank. 

84 . The cost of Government Securities purchased through the Reserve 
Bank of India and the brokers and the sale proceeds of securities realised from 
them axe adjusted through the Exchange Account with the Accountant General, 
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Bengal. When the necessary debit or credit appears in the Exchange Account 
of the Accountant General, Bengal, the following transfer entries are made in 
the Government Security Section : — 

(i) In the case of purchase of Government Promissory Notes 
Dr. 

Post Office Savings Bank Investment Account : — , 

(a) Cost of Government Promissory Notes. 

(b) Interest on Government Promissory Notes. 


Exchange Account between Civil and Posts and Telegraphs. 

Account between Accountant General, Bengal and the Deputy Ac- 
countant General, Poets and Telegraphs, Calcutta — 

Items adjustable by Post Office — Miscellaneous. 

IV-Taxes on Income — other than Corporation Tax. 

(it) In the case of sale of Government Promissory Notes — 

Dr. 

Exchange Account between Civil and Posts and Telegraphs. 

Account between Accountant General, Bengal, and the Deputy 
Accountant General, Posts and Telegraphs, Calcutta. 

Items adjustable by Post Office. 

Miscellaneous. 

To Cr. 

Post Office Savings Bank Investment Account : — 

(a) Cost of Government Promissory Notes. 

(b) Interest on Government Promissory Notes. 

IV-Taxes on Income other than Corporation Tax. 

Purchase ol Securities. 

86. On receipt of an application for purchase, it should be entered in the 
register of applications in form No. A. G. P. T.-207 and then examined to see 
that it is in order. An application incomplete in any respect should be returned 
to the Postmaster with form No. A. G. P.'T.-219foriesubmission after comple- 
tion, the fact being noted in the register mentioned above. 

All applications should ordinarily he disposed of on the day following the 
date of theii receipt or on the next day. If the balance at credit in the Savings 
Bank account of any investor is less than the cost of the Securities applied for, 
the nominal value should be reduced to an amount which would he covered 
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by the balance m the Savings Bank account, unless the deficit is for a sum not? 
exceeding Rs. 25 in which case Securities for the amount appliod for should be 
purchased and the Postmastor instructed to recover the deficit from the depo- 
sitor at the time of delivery of the Securities or the receipts for safe custody 
thereof. If the depositor is unable to make good the deficit, the security should 
be sold and if the transaction resulted m any loss, the loss should be made good 
by the depositor. 

Note 1. — Investments in any Government loan bearing interest at3J% by means of 
Investment Certificates have been discontinued 

Note 2. — The check regarding the annual limit of investment admissible to a depositor 
under Rule 46(2) of the Savings Bank Rules should be applied 'with refoience to the actual date of 
purchase of Government Securities. The check on the maximum limit of investment m Securi- 
ties, interest on which is liable to income-tax, is conducted through a r unnin g account maintained 
for the purpose {mdt Article 109). 

86. When an application is found to be in order, the purchase should be 
effected at the market rate for the day on which it is actually received in com- 
plete and correct form. The Reserve Bank of India will famish the Deputy 
Accountant General daily with a statement showing the selling and the buying 
rates for Securities of different loans and bonds. These rates are adopted by 
the Deputy Accountant General in dealing with the purchase and sale applica- 
tions received by him. In the case of purchases and sales on behalf of Public* 
Regimental, Police and other conjoint accounts the investor may at the discre- 
tion of the Deputy Accountant General Posts and Telegraphs, Calcutta, be 
charged at the above mentioned rates or at the current market rates prevailing 
on the day on which the transaction is negotiated by the Deputy Accountant 
General, Posts and Telegraphs, Calcutta. 

A memo, in form No. A. G. P. T.-208 showing the cost of Government 
Securities, interest from the beginning of the half-year to the date of purchase 
and income-tax (where due) should he prepared and attached to each applica- 
tion. In the case of Securities purchased and kept in safe custody within the 
fortnight before the close of the half-year of each loan or bond, the interest 
for the period from the date of purchase to the end of the half-year should be 
deducted from the amount of cost, price. These details should also be noted in 
the register of applications mentioned in Article 85. 

Noth. — Applications should not be treated as having been received on a day the office is 
dosed under Government Orders Transactions should be effected at the rate for the day on 
which the office reopenB after the holiday or a senes of holidays. 

87. If the Government Security is to bo kept in the safe custody of the 
Accountant General, a receipt in form No. A G. P. T.-21A signed by the 
Gazetted Officer 'in-Charge of the Government Security Eeotion under the date 
of purchase of the security and an acknowledgment in form No. A. G. P. T. 
215 should be forwarded to the Postmaster along with the intimation in form 
No, A, G. P. T.-211, the nominal value of securities being credited to the de- 
positor’s ledger account under the Gazetted Officer’s initials. An extract of the 
intimation should be forwarded to the Audit Office concerned for necessary 
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action. The cost of securities inclusive of the amount of accrued interest 
mentioned in Article 86 should be advised in the intimation to the Postmaster 
for debit to the depositor’s Savings Bank account. On receipt of the acknow- 
ledgment and the intimation from the Postmaster, the date of receipt should 
be noted in the column provided for the purpose m the application register 
{vide Article 85) which should be reviewed by the Gazetted Officer once on the 
15th and again on the last day of every month. 

Note. — When the Accountant General’s receipt for securities held m safe custody is reported 
to be lost by the depositoi, a certificate m lieu thereof may be issued in form No A G P T -216, 
the numbei and date of the original Safe Custody .Receipt being noted thereon, which should be 
forwarded to the Postmaster concerned under cover of a forwarding memo, in form No. A. 
G P. T -256 along with an acknowledgment in form No. AGP. T.-217. If a safe custody 
receipt is reported as lost before delivery to the holder, a certificate in lieu thereof bo issued 
only after a proper investigation has been conducted by the Superintendent of Post Offices con- 
cerned and a report clearly establishing the loss is received A note of issue of the certificate 
should be kept in the ledger card of the depositor under the initials of the Gazetted Officer. 
The acknowledgment, when received back (with the depositor’s signature in token of leceipt of the 
-certificate), Bhould be filed with the case. 

88. If the Government Security is to be delivered to the depositor, it 
.should be taken out of the Accountant Generali stock and after entry in the 
Day Book (Form No. A. G. P. T.-209) sent to the Public Debt office with a 
requisition in form No. A. G. P. T.-210 for enfacement for payment of interest 
.at the district or sub-treasury specified by the depositor. On receipt of the 
security from the Public Debt Office, its return should be noted against the 
original entry in the Day Book. The security should then be charged off on 
“the issue side of the Stock Day Book, entered in the register of Government 
Promissory Notes received and disposed of (Form No. A. G. P. T.-242) and 
endorsed in favour of the depositor under the signature of the Gazetted Officer- 
in-Charge, care being taken that the name of the depositor is spelt in strict 
Accordance with his signature on the application and that the words “ a minor ” 
are added to the name when he is a minor. 

Note 1. — Whan a depositor requires the delivery ol the securities m the form of Stock 
Certificates, the Notes should be endorsed in favour of the Governor General in Council and for- 
warded to the Public Debt Office with a requisition showing : — 

(i) the name of the Depositor, 

(n) the address of the Depositor, 

(ni) the name of the Treasury or the Sub treasury. 

Note 2. — If the payment of interest is required at the Public Debt Office, Calcutta, no en- 
facement is necessary. 

Note 3. — Enfacement for an Indian State Treasury cannot be obtained through the Ac- 
countant General If, however, the treasury specified by the depositor is in the Mysore State, 
the treasury to he entered in the requisition is the Imperial Bank in Bangalore In the letter 
to the Postmaster forwarding the Note, the remark “ Note cannot be enfheed for interest pay- 
ment on Tieasury as applied for by depositor, but he can obtain payment orders 

on it by applying to the Treasury Officer, Bangalore ”, should be entered as foot-note The 
treasuries in Mysore are Ohikmagalur, Chitaldroog, Hassan, Kolar, Mysore, Shimoga, Saklaspur 
and Tumkur. 

Note 4 — When a Government security is required to he onfaced for payment of interest m 
London, the name of the depositor should be endorsed on the Note and then sent to the Public 
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Debt Offioe for the issue of a non-tranflferable London certificate. A fee of Re. 1 is charged by 
the Bank on each Note presented for such enfacement and should be credited by the Postmaster 
as a miscellaneous receipt by recovery from, the depositor by debit to his Savings Bank Account. 
The Audit Office should bo required to watch tho recovery which, when traced should be taken to 
the head “ Account between Central Revenues and Deputy Accountant General, Posts and Tele- 
graphs concerned, Items adjustable by Post Office, Miscellaneous 

89. The security should be made over to the Record Section, under receipt, 
through the Register of Notes received and disposed of (Form No. A. G. P. T.- 
242) together with an intimation m Form No. A. G. P, T.-211 and acknowledg- 
ment m Form No, A. G. P. T.-215 for despatch to the Postmaster. An extract 
of the intimation in Form No. A. G. P. T.-211 should be forwarded to the Audit 
Office concerned for necessary action. An intimation of purchase to the de- 
positor in Form No. A. G. P. T.-213 should also be sent through the Postmas- 
ter. 


Noth. — If a Government Promissory Note, purchased through a security deposit account 
pledged to a Government Officer, is required to bo delivered for safe custody with the Accounts 
Officer of the pledgee under the rules iu Chapter VIII of the Government Securities Manual, it 
ihould be forwarded to : — 

(а) If the officer is m the Indian Posts and Telegraphs Department — the Accountant 

General, Posts and Telegraphs. 

(б) If the officer is stationed in Bombay Presidency and the Central Provinces — the 

Deputy Controller of the Currency, Bombay. 

(c) If the officer is stationed in the Madras Presidency — the Deputy Controller of the* 

Currenoy, Madras. 

(d) In all other cases — the Controller of the Currency, after bemg endorsed in their favour 

with particulars regarding the names of the pledger, the pledgee and the Accounts- 
Officer concerned, a copy of the communication bemg sent to the Accounts Offi- 
cer. 


90* In cases where the security is delivered to the depositor, both the 
cost price of the security as well as the amount of interest (the net amount 
after deduction of income-tax where due) accrued on it up to the day previous 
to the date of purchase, should be advised in the intimation to the Postmaster 
for debit to the depositor’s Savings Bank account. 

Noth. — The intimation of purchase m Form No A G P. T.-211 and the depositor’s acknow- 
ledgment in Form No. A. G. P. T.-215 should, when received back from tho Postmaster, be filed 
after their receipt has been noted m the Register of Applications. Reminders in Form No. A. G. 
P. T.-221 should be issued to Postmasters calling for these documents when they are delayed 
for more than a fortnight, 

91. The cost of Government securities purchased by Savings Bank 
depositors, whether kept in safe custody with the Accountant General, Posts and 
Telegraphs, or purchased and delivered to depositors during a month and the 
interest on such investments are adjusted by means of the following transfer 
entry. 

Dr. 


Savings Bank Deposits. 

IV — Taxes on Income other than Corporation tax. 
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To Savings Bank Investment Account. 

Cost of Government Promissory Notes. 

Interest on Government Promissory Notes. 

Cr. 

The head “ IV — Taxes on Income other than Corporation Tax” is 
operated only in cases of notes purchased and delivered to depositors. One 
transfer entry is made for each Postal Circle 

Exchange of Investment Certificates for Securities. 

92. The holders of Investment Certificates (which represent &}% Loan of 
1865) may sell them or exchange them for complete pieces of Government 
Promissory Notes in accordance with Rules 46(6) and 47 of the rules for the 
guidance of Savings Bank depositors, in Section VI of the Post and Telegraph 
Guide When an application, in the prescribed form, for exchange of one or 
more investment Certificates having an aggregate nominal value of not less than 
Rs. 100 for a complete Government paper is received it should be seen that 
the certificates accompany the application. The nominal value of certificates 
exchanged should be charged off m the Register of Stock of Investment Certifi- 
cates under the initials of the Gazetted Officer. 

The balance of the nominal value of certificates left after the exchange 
should be sold in the usual way {vide Article 101), unless the depositor desires 
to have Government securities, which can be purchased if the balance in his 
Savings Bank account is sufficient for the purpose. 

93. The amount of certificates exchanged should be debited to the deposi- 
tor’s Investment Certificate ledger account under the initials of the Gazetted 
Officer. The nominal value of securities, when kept in safe custody with the 
Accountant General, Posts and Telegraphs, should be posted in the ledger card 
maintained for the depositor (a new card being prepared, if necessary) and 
attested by the Gazetted Officer. A receipt in form No. A. G. P. T.-214 should 
be forwarded to the Postmaster in the manner described in Article 87. If the 
securities are to be delivered to the depositor, their nominal value should be 
charged off on the issue side of the Stock Day Book and the security sent to the 
Postmaster m the manner prescribed in Article 88. The certificates exchanged 
should be cancelled under the initials of the Gazetted Officer-in-Charge of the 
Section. 


Sale Custody and Delivery of Securities. 

94. On receipt of an application for the safe custody of securities, the notes 
and he application should be examined with reference to Rule 48(1) of Savings 
Bank Rules m Section VI of the Post and Telegraph Guide. Any irregularities 
noticed should be communicated to the Postmaster, if necessary, in Form 
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No. A. G. P. T.-218 and the application and the securities returned to him for 
reaubmission after completion. When everything is m order, the securities 
should be entered in the Day Book (Form No. A. G. P. T.-209) and sent to the 
Public Debt Office with a requisition (m duplicate) in Form No. A. G. P. T.-210 
for renewal or examination of the endorsement, re-enfacement at Calcutta 
Treasury (if necessary) and drawing of arrear interest, if due, on those securi- 
ties. On receipt of the securities from the Public Debt Office, the application 
should be entered in the register maintained in Form No. A. G. P. T -222. The 
date of receipt back of the securities from the Public Debt Office with their 
nominal value should be noted against the original entry in the Day Book. The 
particulars of the securities should also be entered m the Intermediate Day 
Book and then transferred to the Stock Day Book. A receipt for the securities 
should be made out in Form No. A. G. P. T.-214 and forwarded under a cover- 
ing letter (Form No. A. G. P. T.-223) to the Postmaster for delivery to the de- 
positor, together with an advice of interest, less income-tax at the prescribed 
rate, for credit to his Savings Bank account, if any interest is due on the securi- 
ties tendered for safe custody. If the depositor has already some holdings in 
the same kind of securities in the custody of the Accountant General, Posts 
and Telegraphs, the nominal value of securities tendered for safe custody should 
be noted in the ledger card maintained for him, otherwise, a new account 
should be opened in the ledger card in which the securities should be entered. 
The entries in the ledger card should be made under the date on which the 
application is received complete m all respects from the Postmaster and attested 
by the Gazetted Officer-in-Charge of the Section. The register m Form No. 
A. G. P. T. -222 should be reviewed by the Gazetted Officer on the 15th of each 
month. 

Note 1. — * ‘ '* ’ ll_1 * ' ieceaaed depositors may be kept moustody through the 

account of the ; ■ “ ■ ** ' ' ■' «o be delivered, if he desires them to be so kept. Even if 

the securities are taken delivery of and subsequently tendered by him for safe custody, they may 

be accepted. 

Note 2.— When Government Securities are endorsed by the Accountant General in favonr 
of a minor and are re-endorsed by him m favour of the Accountant General after his attaining 
majority, an affidavit should be obtained to that effect from one of his relatives m support of the 
endorsement. In such oases, it is not necessary that the securities should first be renewed, 

95. In the case of securities tendered for safe custody, income-tax at the 
prescribed rate on the amount of interest accruing on them for the period within 
the half year they were in the possession of the depositor, should be noted in the 
ledger card as well as in the proper column of the register maintainarl m Form 
No. A. G. P. T.-222, vide Article 94. The period should be reckoned in terms 
of calendar months, 15 days or more of a month being considered as one month, 
any period less than 15 days being neglected. The amount of income-tax should 
be deducted from the interest payment order of the next half-year. 

Payment orders for the full half-year’s interest, less income-tax calculated 
in the maimer detailed above, should be issued along with the safe custody 
receipts when securities are tendered for safe custody within a fortnight before 
the close of the half-year of each loan. 
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96. When an application is received from a depositor for delivery of a 
Government Security out of custody, it should be seen that the 'safe custody 
receipt accompanies it. It should also be ascertained by reference to the 
Government Security ledger card that the security is within the balance of the 
depositor’s holdings. A security of the same nominal value and of the same 
loan or bond as that held by the depositor should then be taken out of the 
Accountant General’s stock and, after entry m the Day Book (Form No. A. G-. P. 
T.-209), sent to the Public Debt Office with a requisition (m duplicate) in 
Form No. A. G P, T.-210 for enfacement for payment of interest at the District 
or Sub-treasury specified by the depositor or for conversion into a stock certifi- 
cate if such certificate is required to be delivered. On receipt of the security 
from the Bank its return should be noted against the original entry in the Day 
Book. The application should then be entered in a register maintained m 
Form No. A. G. P. T.-224. The security should be charged off on the issue 
side of the Stock Day Book, entered in the register of Government Securities 
received and disposed of maintained in Form No. A. G. P. T -242 and endorsed 
in favour of the depositor under the signature of the Gazetted Officer-in-Charge 
of the Section In the case of stock certificates, the nominal value should be 
brought on to the Stock Day Book maintained for such certificates and finally 
charged off on the issue side thereof The nominal value of the security should 
be debited to the depositor’s ledgeT card under the initials of the Gazetted Officer 
and forwarded to the Postmaster with a covering letter (Form No. A. G. P. T - 
225) and an acknowledgment in form No. A. G P, T.-215 for delivery to the 
depositor. The acknowledgment when received back should be placed before 
the Gazetted Officer and filed after he has initialled the entries in the register of 
Government Security received and disposed of. Reminders should be issued 
when acknowledgments are not received back within, a fortnight from the issue 
of the securities. The register in form No. A. G. P. T.-224 should be reviewed 
by the Gazetted Officer on the 15th of each month. 

Noth E— -Securities requiring no enf&oement should be entered on the issue side of the 
Stock Day Book and disposed as detailed above but 'without the intervention of the Public 
Debt Office. 

Noth 2 —In the case of securities delivered out of custody within a fortnight before the 
cIobo of the half-year, the amount of full half-year's interest should be adviBed to the Postmaster 
for debit to the depositor’s Savings Bank account under intimation to the Audit Office 
concerned 


Sale of Government Securities aid Investment Certificates, 

97. On receipt of an application for sale, it should be entered in the register 
of applications maintained in form No. A. G. P T.-207 and examined to see that 
it is in order with reference to Rule 47 of the Savings Bank depositors’ Rules in 
Section VI of the Post and Telegraph Guide, Any irregularity noticed should 
be intimated to the Postmastor by means of objection memo, inform No. A. G. 
P. T.-219 and the documents returned to him for reBubmission after completion . 
All applications for sale should ordinarily be disposed of on the day following 
the date of their receipt in the section or on the next day* 

MirPAT 
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98. In. the case of an application for sale of securities held in safe custody 
with the Accountant General, Posts and Telegraphs, it should be seen that the 
safe custody receipt accompanies the application. The depositor’s legder card 
should then' be consulted and if the nominal value of securities required to be 
sold is within the amount held for the depositor, the sale should be effected at 
the market rat© for the day on which the application is actually received in 
complete and correct form, A memo, of cost in form No. A. G. P. T.-208 as 
in the case of purchase applications {vide Article 86) should be prepared, 
interest being allowed upto the day preceding the date of sale. In the case 
of sale of securities held in safe .custody within the fortnight before the close of 
the half-year of each loan or bond, the net sale-proceeds should be calculated 
after deducting the amount of interest from the date of salo to the end of the 
half-year. These details should be noted in the register of application referred 
to in Article 97. The nominal value of securities sold should be posted in red 
ink in the ledger card of the depositor under the initials of the Gazetted Officer. 

Noth,—- T he note helow Article 87 also applies in the case of transactions of sale of securi- 
ties. 


99. An intimation of sale in Form No. A. G. P. T.-237 should be sent to the 
Postmaster advising him of the sale-proceeds and of any interost accrued on the 
securities during the current half-year upto the day preceding the date of sale, 
for credit to the depositor’s Savings Bank account. At the same time, an 
extract of the intimation should be sent to the Audit Office concerned for 
necessary action. The particulars of sale-proceeds and interest should also 
be intimated to the depositor through the Postmaster in Form No. A. G. P. T.- 
213. The receipt sent with the application for sale should be cancelled under 
the initials of the Gazetted Officer and filed with the application. If the securi- 
ties sold form part of an investment held on behalf of a depositor, a revised 
receipt in form No. A. G. P. T.-214 fox the balance still remaining in the custody 
of the Accountant General, Posts and Telegraphs, should be sent along with 
the intimation of sale to the Postmaster for delivery to the depositor. On 
receipt of the intimation from the Postmaster with a certificate of credit to the 
depositor s Savings Bank account, the date of receipt should he noted in the 
column provided for the purpose in the register of applications whioh should 
be reviewed by the Gazetted Officor once on the 15th and again on the last day 
of every month. 

100. In the case of security tendered for sale the particulars of the security 
should be entered in the Day Book (Form No. A. G. P. T.-209) and the scrip 
Bent to the Public Debt Office for examination of endorsement and re-enface- 
ment at the Calcutta Treasury and drawing of arrear interest if due, or renewal, 
with ft requisition in Form No. A. G. P. T.-210. If it is returned under ob- 
jection by the Public Debt Office, the irregularities should be removed in com- 
munication with the Postmasters (Form A. G. P. T.-218) and the Security 
sent again to the Public Debt Office. When the security is received back after 
examination or renewal, the sale should he effected at the rate for the day on 
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which, the application is received, by taking the security into the Accountant 
General’s imprest, the security being transferred to the stock through the 
Intermediate Day Book. In these cases, a memo, in Form A. G. P. T.-208 
should be prepared and attached with each application. An intimation of sale in 
Form No. A. G. P. T.-237 should be sent to the Postmaster advising him the 
sale proceeds together with accrued interest — less income tax, for credit to the 
depositor’s account. An intimation should also be sent to the depositor 
through the Postmaster in Form A. G. P. T.-213. An extract of intimation 
should be sent, at the same time, to the Audit Office concerned for necessary 
aotion. 

101. When an Investment Certificate is received with an application for 
sale, the procedure detailed in Articles 97 to 99 dealing with the sale of securities 
should generally be followed with tho distinction that the amount of sale- 
prooeeds is communicated to the Postmaster in Form No. A. G. P. T.-240 for 
cm Ik to depositor’s Savings Bank Account. As tho issue of investment Certi- 
ficates has been discontinued vide Note (1) below Article 85, sale of these 
certificates should strictly be eitectod according to the terms laid down in Rule 
46(6) and Rule 47(1) of the Savings Bank Rules m Section VI of the Post and 
Telegraph Gmde. 

Note — The balances of tho heads “ PoatO&eo Savings Bank Invest’ neat Account — Princi- 
pal and Interest ” at the end of the year will show the gam or loss to Government on account of 
transactions in Investment Certificates This will be credited or debited every 3 r eai to the Civil 
Department through the Exchange Account with the Accountant General, Central Revenues 
An annual transfer entry should be prepared on the 1st of July and an intimation sent at the 
time to the Accountant General, Central Revenues, reporting the amount to be credited or debited 
in the Exchange Account for March (Pinal) 

103 . When Government securities are sold by depositors, the amount is 
credited to e * Savings Bank Deposits 35 by debit to * Post Office Savings 
Bank Investment Account ”, “ Cost of Government Promissory Notes and 
interest on Government Promissory Notes ” m the case of sale of Investment 
Certificates, the detailed heads of account affected are " Principal ’ and ‘ In- 
terest \ 

Repayment of Securities on maturity. 

103 . Government securites held in the custody of the Accountant General, 
Posts and Telegraphs, on behalf of Savings Bank depositors are repayable 
through the Post Office on maturity. A list showing names of holders of Safe 
Custody acknowledgments, numbers of their Savings Bank accounts and the 
nominal value of securities, is prepared by the Government Security Section 
in duplicate and sent to each Head Post Office, a fortnight before the date of 
maturity. On receipt of the duplicate copy of the list it should be seen that 
all the items have been initialled by the Postmaster in token of his having 
cheoked them. In the case of accounts transferred to other Po3t Offices, 
Supplemental lists should be prepared in duplicate and sent to the Postmasters 
concerned. As regards Safe Custody receipts which have been discharged by 
the Post Office, a schedule of payments of securities supported by discharged 

D2 
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Safe Custody receipts should be forwarded by Postmasters to the Government 
security Section, a copy thereof being also sent to the Audit Office concerned 
along with the cash account rendered by them. The entries in the schedule of 
payments should be carefully checked and any irregularity noticed therein 
should forthwith he repor ed to the Postmaster in form No. A G. P. T.-220, 
Any discharge irregularly effected by the Post Office should be entered in a 
register which should be reviewed by the Gazetted Officer on the 25th of the 
following month Further action in respect of each irregularity detected 
should be noted in the register The nominal value of Securities discharged 
should he debited to the depositor’s ledger card and the date of discharge noted 
in the duplicate copy of the list of holders The Safe Custody receipts should 
be cancelled under the initials of the Gazetted Officer and the entry in the ledger 
card attested by him. 

104. Discharged Safe Custody receipts should he examined in audit with 
reference to the following points ■— 

(1) Every adult depositor should himself sign the discharge of securi- 

ties matured for re-payment If discharge is effected by an 
agent on behalf of any depositor on the strength of a general 
power of attorney, the document should be carefully examined 
by the Postmaster and the fact noted against the signature of the 
agent The thumb impression of an illiterate depositor should 
be attested by a witness who is known to the Post Office but not 
himself a postal official, this fact being certified by the Postmaster 
on the surrendered Safe Custody receipt. The ex-minor’s signa- 
ture on the Safe Custody acknowledgment should also be attested 
in the manner mentioned above, 

(2) In the case of a security deposit account, the Postmaster should 

certify against the signature of the pledgee on the Safe Custody 
acknowledgment that the signatory is the pledgee 

(3) In the case of a securities held on behalf of a minor or a lunatic or any 

depositor incapable of managing his own affairs : — 

(i) When the value of Securities does not exceed B.s. B,000 : — 

(а) The father or the widowed mother should sign the discharge, the 

relationship of the signatory being certified by the Post- 
master 

(б) When the holder of the Securities and his father or the widowed 

mother ordinarily reside at a place other than where the de- 
positor’s Savings Bank account stands, the acquittance 
signed by the father or the widowed mother should be accepted 
on the production of a certificate of identity signed by any 
Magistrate, The certificate should be attached to the Safe 
custody acknowledgment surrendered by the depositor. 
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(c) Discharge by a person other than the father or the widowed 
mother should he accepted on production of a certificate 
from the District Magistrate to the effect that the person 
is the actual guardian of the holder of the securities. In 
the case of minor depositors, an authority for payment from 
the Postmaster General is necessary. The certificate should 
always accompany the discharged Safe Custody receipts. 

(ii) When the value of Securities exceeds Rs 5,000 
(a) In the case of a minor depositor payment should only he made 
under the orders of the Postmaster General to the legal 
guardian 

(i b ) In the case of a lunatic or any person incapable of managing 
his own affairs, payment should not be made unless and until 
the applicant has produced evidence to the satisfaction of 
the Accountant General, Posts and Telegraphs, that he is the 
actual guardian of such person Such evidence should be 
attached to Safe Custody acknowledgments forwarded to 
the Government Security Section of the office of the Deputy 
Accountant General, Posts and Telegraphs, Calcutta, before 
payment. 

(4) The acquittance given by the applicant for discharge of securities 
belonging to a deceased depositor should be accepted on the 
authority of the Postmaster General recognising the applicant’s 
title to the Securities. The Postmaster-General’s authority 
should be attached to discharged Safe Custody receipts. 

105. Each Branch Audit Office furnishes a monthly statement of Securities 
discharged to the Government Security Section, so as to reach it by the 14th of 
the month following that to which the transactions relate. The figures for 
discharge reported by the Postmasters in their schedule of payments are 
reconciled with those communicated by the Audit Officer. Any difference 
between these two sets of figures will be placed under either of the suspense 
heads “ Advances Recoverable — Excess Debiton account of Discharge of 
Loan ” or “ Deposits — short Debit on account of Discharge of Loan ” and 
cleared by correspondence with the Audit Office The reconciliation register 
should be submitted for the Gazetted Officer’s review on the 25th of the follow- 
ing month 

Payments on account of the discharge value of Securities, appearing in the 
cash accounts should be taken by the Audit Office concerned to the head 
u Account Current between Civil and Posts and Telegraphs : 

Account between Central Revenues and Deputy Accountant General, 
PostB and Telegraphs, concerned : 

Discharge of Loan/Bond in the custody of the Accountant General, Posts 
and Telegraphs 
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The actual amount of securities discharged and the debits passed on to the 
Accountant General, Central Revenues, through the Exchange Accounts of the 
Deputy Accountant General, Posts and Telegraphs concerned (copies of which 
are furnished to Government Security Section by the Deputy Accountant 
General, Posts and Telegraphs concerned), should be agreed every three 
months. Securities for the amount discharged during that period should then 
be forwarded to the Public Debt Office for cancellation after agreement of the 
balance left in the cards with that in the Stock Day Book. 

Note. — Discharged Stock Certificates (mde paragraph 70 of the Government Securities 
Manual) received with the monthly statement of discharged securities should also be forwarded 
to the Public Debt Office for cancellation. 

Maintenance of Security-hold ers’ accounts. 

106. Security-holders 1 accounts are maintained in loose ledger sheets 
(Form No. A. G P. T -248) which are kept in securely locked binders grouped 
according to each loan and arranged serially according to numbers of Savings 
Bank accounts in each Post Office imder each circle Bound ledgers are also 
maintained separately for Postal and Telegraph employees and contrac- 
tors. 


Entries in ledger accounts are made of the following transactions under 
the attestation of the Gazetted Officer in Charge of the Section. 

(1) Purchase and Safe Custody. 

(2) Tendered for Safe Custody. 

(3) Exchange of Investment Certificates for Government Promissory 

Notes to be kept in Safe Custody. 

(4) Delivery out of custody 

(6) Sale of Government Promissory Notes or Investment Certificates 
kept in Safe Custody. 

(6) Discharge of Securities. 

107. Ledger accounts are opened and posted in accordance with the follow- 
ing rules : — 

(a) The name of the Post Office, the number of the Savings Bank account 
and the particulars of the loan in which investment is made 
should be properly written in the space provided for those pur- 
poses. Transactions detailed in article 106 should be noted in 
proper columns with indications of case-mark in the c Remarks 1 
column and a balance struck after each transaction under the 
initials of the Gazetted Officer in Charge of the Section. 

(5) The names of minor depositors should be written in red ink, with the 

addition of the word “ minor 
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(c) Tie designation of Departmental employees and the nature of woik or 
contract in the case of contractors, should be entered in their 
accounts along with the official designation of the Officers through 
whom the securities are received. 

{d) In the case of securities purchased through security deposit accounts, 
the words “ Security deposit” and the designation of the Officer 
to whom the Securities are pledged should be noted in red ink in 
the ledger cards. 

(e) A note of outstanding income-tax in cases where securities are ten- 
dered for safe custody, should be kept m the respective ledger 
card. 

108. A transfer register should be maintained in form No A. G P T.-249 
separately for each Postal Circle and in respect of each Loan or Bond or Invest- 
ment Certificate Transfers of security holders’ accounts from one Post Office 
to another intimated through supplemental interest Payment Orders, intima- 
tions from Post Offices, sale or deliver applications from Investors, should he 
noted in the register after carrying out necessary corrections in the names of 
Post Offices and numbers of Savings Bank accounts in the ledger cards Cases 
of corrections m the numbers of Savings Bank accounts due to attainment of 
majority bv minor depositors and transfer of securities from Savings Bank 
Accounts of deceased depositors to those of recognised claimants should also be 
noted in the register and necessary collections made also in ledger cards. 
Transfers of Security 'holders’ accounts affecting Post Offices m two different 
postal circles should be noted in the register of the transferring circle The 
shifting of cards to proper 1 nnders for the disposal of items noted m all the trans- 
fer registers should be undertaken without any avoidable delay in the presence 
of an Accountant who should initial the item mthe transfer register as soon as 
the particular card or cards are removed and put in proper binders. The 
transfer registers should be submitted to the Gazetted Officer for review on the 
15th of every month 

Note 1 — Ledger cards relating to Savings Bank Accounts of depositors who areicportcd to 
have died should be removed to separate hmdeis maintained for the purpose 

Note 2. — When the Government Security holdings of individual Savings Bank depositor 
are completely sold or delivered and thcie have beeu no ti, insactions on their behalf dming 
subsequent throo yeais, the respective cards should be lemoved fiom the loose leaf ledgers and 
filed m a separate hinder of closed cards ai ranged according io Circles and loans 

Chock over the maximum limit of holdirgs in taxable securities ir the tusk dy 
of tbe Accountant General, Posts and Telegraphs. 

109. The check over the maximum limit of holdings, prescribed in Rule 
46 of Savings Bank rules in Section VI of the Post and Telegraph Guide, of a 
Savings Bank depositor in income-tax bearing Securities kept in the custody 
of the Accountant General, Posts and Telegraphs, is exercised through a running 
account maintained for the purpose in Porm No. A. G. P. T.-252 in respect of 
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each individual investor. These cards are kept in cabinets which should be 
in the charge of an Accountant. They should be arranged serially according 
to numbers of Savings Bank Accounts and Post Offices according to each 
Postal Circles. 

Note. — Cards should also be maintained m respect of Public Accounts in order to distinguish 
the assessible portions, when the total amount of holdings exceeds Rs. 22,500. In distinguishing 
the assossible portion, preference should always be giyen to the loans or bonds bearing lower rate 
of interest. 

110. As soon as applications for Safe Custody of Securities are received in 
complete and correct form in the Government Securities Section; a requisition 
slip in Form No. A. G. P. T.-255 should be prepared in respect of each appli- 
cation. The cards should then be picked out from the cabinets, the slips being 
kept in their places. The applications should be scrutinised by reference to 
these cards. If it is found that the maximum limit is exceeded by acceptance 
of the full amount of an application, the excess should he cut down or the 
application returned to the Postmaster for modification according as the 
application is fox purchase or for Safe Custody of Securities tendered with the 
application. Requisition slips m Form No. A. G. P. T.-265 in respect of appli- 
cations for sale of securities, delivery out of custody and repayment on maturity 
received on behalf of individual investors, should also be prepared and used 
for taking out the cards of respective depositors. 

Before (he applications are finally disposed of, the transactions should be 
posted in the respective cards maintained for the purpose of exercising the check 
over the maximum limit, vide Article 109, and the balance of holdings struck 
therein under the initials of the Accountant. New cards should be opened in 
respect of investors having no previous holdings in Safe Custody with the 
Accountant General, Posts and Telegraphs. The cards should then be re- 
placed in the cabinets and the requisition slips removed therefrom, 

Noth. — I n case of transactions through Public Accounts, re-distribution of assessible 
amounts should, if necessary, be noted on the cards under initials of the Accountant. 

111. When the Savings Bank account of a depositor having some holdings 
in Securities, interest on which is liable to income-tax, in the custody of the 
Accountant General, Posts and Telegraphs, is transferred from one office to 
another, the total amount of such holdings should promptly be ascertained by 
referenco to the relative card maintained for the purpose of exercising the check 
over the maximum limit (vide Artile 109). Necessary corrections of the number 
of account and of the name of the Post Office to which transferred should be 
carried out in the card on the authority of the intimation received from the 
Post Office. The card should immediately be placed in its proper place in the 
cabinet of the Post Office to which the account has been transferred. 

Security Deposits. 

112. Security deposits of Posts and Telegraphs employees and contractors 
when they take the form of Government Securities received in trust by the 
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Administrative Officers of the Department, in accordance with the rules in Chap- 
ter 20 of the Posts and Telegraphs Initial Account Code, Volume I, should be 
dealt with by the Accountant General, as faT as possible, according to the rules 
laid down in Chapter VIII of the Government Securities Manual. 

Note 1 — One copy of the covering letter received with the Government Securities tendered 
for safe custody should be returned duly signed by the Gazetted Gffccer-m- Charge of the Section 
to the officer tendering the securities 

Note 2. — Port Trust, Municipal and City Improvement Trust Debentures and securities 
issued by Provincial Governments deposited as security axe held m trust by the Accountant 
General 


Calculation and Payment of Interest on Securities and Investment Certifitates. 


113. Interest on Government Securities falls due half-yearly on the follow- 
ing dates • — 


5% Loan of 1939-44 
34% Loan of 1879 
3£% Loan of 1842-43 . . - 

4% Bonds of 1943 
4% Loan of 1960-70 
4£% Loan of 1956-60 .. 

5% Loan of 1940-43 
5£% Loan of 1938-40 .. 

5% Income Tax Free Loan of 1945- 
55 

34% Investment Certificates 

S£% Loan of 1865 
3£% Loan of 1947-50 . . 

2|% Loan of 1948-52 . . 

3% Loan of 1854-55 
^ 3^/ 0 Loan of 1900-01 
’ 3% Loan of 1896-97 
3% Loan of 1951-54 
3% Loan of 1941 


15th January and 15th July. 

16th January and 16th July. 

1st February and 1st August. 
Ditto. 

15th March and 15th September, 
Ditto. 

1st April and 1st October. 

Ditto. 

15th April and 15th October. 

j-lst May and 1st November. 

15th May and 15th November, 

1st June and 1st December. 

30th June and 31st December, 
Ditto. 

Ditto. 

15th March and 15th September, 
Ditto. 


114. One week before the half-yearly mterost on each loan or bond falls 
due, unconverted Notes from the Stock are forwarded to the Public Debt 
Office for drawing interest and Government Promissory Notes are received back 
along with interest warrants. Stock Certificates are not required to be so 
presented but interest Warrants in respect of different classes of securities 
held in the form of stock certificates are duly received from the Public Debt 
Office on due dates. An intimation of the amount of interest due on different 
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classes of securities converted into stock certificates is duly received from the 
Public Debt Office. On receipt of the interest warrants from the Public Debt 
Office, the gross amount should be checked and the warrants sent to the Public 
Accounts Department of the Reserve Bank of India under cover of a memo, in 
Form No. A. GK P. T.-258 for realisation and credit of the amount in the India 
portion of the Bank’s account, under the head “ Account between Central 
Revenues and Deputy Accountant General, Posts and Telegraphs, Calcutta 

The interest warrants received from the Public Debt Office include interest 
on three accounts, namely : — 

(1) Government Security held on behalf of Savings Bank depositors, 

(2) Security deposits of Postal employees and contractors, 

(3) Security deposits of Telegraph employees and contractors. 

As regards interest on stock certificates, a separate page should be set 
apart for each half-year at the end of the Stock Day Book. In the first column 
should be entered the description of the loan, m the second column the due date 
on which interest accrues during the half-year and in the third column the 
amount outstanding on the due date. The date of despatch of the interest 
warrants should be entered in the column for that particular loan and the 
entry attested by the Gazetted Officer-m- Charge of the Section 

Note 1, — To ensure that all interest warrants in respect of Government Promissory Notes 
are sent to the Bank, the amount of jutercsl noted m the Bank’s credit slip (Form No A G. P. T - 
238) should be chocked with that in column 7 of the Gay Book(Form No. A G P. T -209) which 
should be initialled by the Gazetted Officer 

Note 2 — Payment of interest on Stock Certificates by Head Post Offices at lio.id quarters 
of Indian States where there are no Civil Treasuries, is admissible in cases m which the holders of 
Securities have obtained the stock Certificates from the Public Gebt Office m the ordinary way 
and only payment of interest is required to bo made at the Post Office 

115. Before the half-yearly interest on any loan or bond falls duo, the 
interest on the holdings of each dopositor in that loan or bond should be calcu- 
lated and postod in the proper column of the ledger card (Form No. A G. P. T.- 
248) with particulars of the half-year and the number of the intorost Payment 
Order noted against the Itom Interest on all transactions (purchase, sale, safe 
custody and delivery) effected within a fortnight before the closo of the half- 
year is adjusted at the time of disposal of these applications. Such transac- 
tions should not therefore be taken into account for the purpose of calculation 
of half-yearly interests. 

Interest Payment Orders should then be prepared in Form No. A. G P. T.- 
228(6) from the ledger cards in triplicate of which one copy along with a form of 
certificate of credit in Form No. A. G. P. T. -228(a) should be sent to the Post- 
master concerned under cover of a forwarding letter in Form No. A. G. P. T.- 
228 for credit of amounts of interest noted thereinto the depositor’s accounts. 
Of the remaining two copies, one should be sent to the Audit Office concerned 
with a forwarding memo, in Form No. A. G. P. T.-231 while the other is retained 
as office copy. These payment orders should be despatched to Postmasters 
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five days prior to the close of the half-year and to Audit Offices within one week 
*fter the close of the half-year to which they appertain. A manuscript register 
is maintained to effect a reconciliation of the total nominal value in each loan 
or bond for every half-year on which interest has been advisod with the amount 
held in stock excluding holdings of deceased depositors in respect of the said 
loan or bond. This register should be submitted for the Gazetted Officer’s 
review 10 days after the issue of Interest Payment Orders. 

Noth 1. — Interest on securities in excess of Rs. 22,600 held in the custody of the Acoountant 
General, Postsand Telegraphs through public accounts is liable to income-tax. The asBessible 
amount is kept noted in red ink on the ledger cards and m passing interest on such holdings neces- 
sary deduction of Income tax from the amount of interest should be made. A certificate m the 
prescribed form No A G. P. T.-263 should also be sent along with the Interest Payment Orders 
for delivery to the investors. 

Note 2 — In case an intimation of death of a depositor is received from the Post Office, the 
fact should be noted m the depositor’s ledger card and the adv eo of the half-year’s interest should 
not be issued. The accumulated interest should be passed for payment m cash after receipt 
of the application from the recognised claimant regarding the disposal of securities and the Post- 
master General’s orders 

116. On receipt of Interest Payment Orders, the Postmaster will, in the 
case of accounts transferred to other Post Offices within the same Postal 
Circle, certify that necessary intimations m duplicate readvising the amounts 
of interest have been sent to Post Offices whore thoso accounts have been trans- 
ferred and quote all particulars thereof m the space provided lor the purpose 
below the certificate. If, however, necessary particulars have not been furnished 
by any transferring Post Office in the certificate of crodit, a reference should 
be made in Form No. A G. P. T.-230(a). A register should be maintained in 
Form No. A. G. P. T.-233 wherein the details of those inti 'nations should be 
recorded to watch the return of the copies of the intimations meant for the 
Government Sec aiity Section from the Post Office to which the accounts 
are transferred. 

In the caso of an account transferred to a Post Office in a different Circle, 
the Postmaster will note its particulars m the space provided below the certificate 
and, a supplemental payment order m form No. A G. P. T.-229 should be 
advised by the Government Security Section to the Post Office where the account 
has been transferred. A copy of the supplemental Interest Payment Ordor is 
required to be sent to the Audit Office concomod when amounts of Interest on 
Government Securities advised therein are finally credited by a Post Office in a 
different Postal Circle 

117. A person who opens a Security deposit account or any of the other 
classes of accounts (i.e , public, regimental, police and other conjoint accounts), 
is treated as an ordinary depositor so far as payment of interest is concerned 
and provided the Government Securities purchased by sucb a person through 
the Post Office are kept in the custody of the Accountant General, Posts and 
Telegraphs, the interest thereon is exempt from Income-tax Interest 
due on Government Securities, purchased through the Post Office and delivered 
to the purchaser concerned but subsequently tendered for safe custody is not 
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exempt from income-tax for the period during which the Securities were with 
the purchaser. The exemption is allowed on such cases from the date on 
which the application for safe custody together with the Government Security 
is received in the office of the Deputy Accountant General, Posts and Tele- 
graphs, Calcutta. 

118 . When a Mahomedan depositor refuses to take interest on Government 
Securities, a proper note should be kept in the ledger card and the interest as it 
falls due should be credited to the head “ Abstract BI-Miscellaneous Revenue — 
Fees and other Receipts — Other Items ”. If, however, interest is claimed 
afterwards, it will be allowed with effect from the month succeeding that in 
which the application is received. 

119 . The balance on which interest is payable in respect of Government 
Securities held on behalf of a Savings Bank depositor, should be checked with 
the depositor's ledger account before interest is advised to the Postmaster for 
credit to the depositor's Savings Bank account. The Accountant should, 
before issue of the interest payment orders, test-check a few items in the ledger 
accounts. 

120 . The interest payment orders should be entered in a register maintain- 
ed in Form No. A. G. P. T.-232 and despatched with the distinguishing number 
assigned to each Post Office in a Circle. Before despatch of Interest Payment 
Orders, an agreement should be effected between the closing balance of the 
Government Securities on which interest for the period in question is advised 
and that of the preceding half-year by taking into account all transactions 
occurring thereafter. The despatch register should he reviewed by the 
Accountant seven days after the close of the half-year to which the interest Pay- 
ment Orders appertain and by the Gazetted Officer m July and January each 
year. On receipt back, the certificates of credit should be examined to see if the 
Postmasters have certified that necessary postings have been made m the 
depositors’ accounts. When such postings could not be made on account of 
transfers of accounts within the same Postal Circle, it should be seen that 
necessary intimations have been furnished to Post Offices where the accounts 
have been transferred. In the case of accounts transferred to Post Offices in 
different Postal Circles, supplemental Interest Payment Orders should be pre- 
pared in triplicate in Fonn No. A. G. P. T.-229 and despatched m the usual 
way within three days from the date on which the certificates are received 
hack. In case the certificates of posting interest are not received hack within 
a fortnight from the date of despatch from the Postmasters, a reminder should 
be issued m Form No. A. G. P. T.-230. When intimations regarding credit 
of interest to depositors’ Savings Bank accounts have not been received from 
the Post Office (within the same Postal Circle) where those accounts have been 
transferred, a reminder should be issued in Form No. A. G. P. T.-230(a) after 
a fortnight from rV »e dates of issue of those mtimations. 
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121. Trust Interest Payment Orders xelatmg to Postal and Telegraph 
employees and contractors will be made out in Forms Nos. A. 0. P. T -234 and 
235 particulars being taken from a register maintained m Form No. A 0. P . T.- 
227 and communicated to Heads of Circles and other officers to whom the Securi- 
ties are pledged, for payment of the amounts to the parties concerned, five 
days before the close of the half-year to which the orders relate, so that payment 
may be made on the date on which interest becomes due The check prescribed 
in Article 119 should also be exercised before issue of these payment orders. 
These registers along with the Despatch Register of Interest Payment Orders 
mentioned in Article 120 should be reviewed by the Accountant at the time of 
issue of payment orders. Such payments appearing in the cash accounts 
should he taken by the Audit Office to the head Trust Interest Account ”. A 
list of these payments should be furnished by each Audit Office to the Govern - 
ment Security Section in Form No A. G. P. T.-236 

A broadsheet showing the outstandings under the head “ Trust Interest 
Account” should be maintained in manuscript by the Government Security 
Section and reviewed by the Gazetted Officer at the end of the third month 
following. 

Note. — Income-tax on interest due on the Security investment (not effected through Poet 
Office) of Government servants and income-tax and commission due on the Securities of con- 
tractors are calculated at the maximum rate. The net amount, after effecting necessary deduc- 
tions, is entered m the interest Payment Orders There will be no charge for commission in the 
case of Departmental employees A certificate showing total deductions on account of income- 
tax is furnished to any one applying for the same with a view to claim refunds of moome-tax from 
income-tax authorities. 

122. Deleted . 

123. The amount of interest on Securities drawn from the Public Debt 
Office should be adjusted by means of the following transfer entry : 

Dr: 

Exchange Account between Civil and Posts and Telegraphs, 

Accounts between Accountant General, Bengal and Deputy Accountant 
General, Posts and Telegraphs, Calcutta, Items adjustable by Post Office : 

Miscellaneous : — Or : 

To Post Office Savings Bank Investment Account : — 

1. Interest on Government Promissory Notes (net interest after deduc- 

tion of commission and Income-tax). 

2. Interest (for Investment Certificates). 

3. IV — Taxes on Income other than Corporation Tax. 
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4. Exchange Account between Civil and Posts and Telegraphs. 

Accounts between Accountant General, Bengal and the Deputy- 
Accountant General, Posts and Telegraphs, Calcutta. 

Items adjustable by Civil Department. 

Miscellaneous. — 

(Commission deducted from the interest on Government Promissory 
Notes.) 

The amount of interest payable to Savings Bank depositors is credited to 
“ Savings Bank Deposits ” by debit to the head “ Post Office Investment 
Account : — 

(c&) Interest on Government Promissory Notes, 
or 

(6) Interest,” 

as the case may be. Interest on Government Promissory Notes deposited as 
security by Departmental employees and contractors, vide Article 121 is credited 
to the head “ Trust Interest Account ” by debit to “Interest on Government 
Promissory Notes 

Payment of Sale-proceeds of Securities and Interest accrued thereon after 
the death of a depositor. 

124. Interest on Government securities falling due on or after the date of 
death of a depositor or their sale-proceeds or discharge values should not be 
credited to the Savings Bank account of the deceased depositor. The total 
amount should be advised to the Postmaster in EormA. G. P. T.-260, 260 (a), 
260 (6) as the case may be for payment in cash to his legal heir as determined 
by the Postmaster-General through the Post Office where the Savings Bank 
account of the deceased stands open. 

Sanctions received for the disposal of securities including Investment 
Certificates held by a deceased depositor should forthwith be noted in the 
register maintained in manuscript as well as in the personal ledger card of the 
deceased so that no further interest may be advised for credit to the Savings Bank 
account of the deceased depositor. The register should be submitted to the 
Gazetted Officer for his review on the first working day of the following 
month. 

125. When an intimation of death of any security holder is received, the 
date of death and other particulars should be noted in a manuscript register and 
the relevant card or cards should be shifted to the deceased depositor’s Binders 
r [vide Note 1 below, Article 108) and each entry in the register should he attested 
by the Accountant. It should then be examined to see whether any interest 
has been advised for credit to his Savings Bank account after the date of his 
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death. If such credit has been advised, the Postmaster of the office where the 
Savings Bank account of the deceased stands open, should at once be addressed 
in Form No. A G. P. T.-259 to cancel all such amounts of Interest on Govern- 
ment Securities from the Savings Bank account of the deceased depositor and a 
copy of the letter sent to the Audit Office concerned along with a statement 
showing the amount of interest written back m the accounts of the Circle 
concerned. Necessary re-ad]ustments m accounts should promptly be effected 
by crediting “ Savings Bank Investment Account— Interest on Government 
Promissory Notes or Interest ” (deduction from debit) as the case may be and 
debiting “ Savings Bank Deposits ” (Deduction from credit). 

The sale-proceeds of securities of a holder who dies before the sale is 
effected should not be advised for credit to the Savings Bank account of the 
deceased but should be held under kt Savings Bank Investment Account — Cost of 
Government Promissory Notes or “ Principal ” as the case may require so 
far as it represents sale-proceeds proper and Savings Bank Investment 
Account-Interest on Government Promissory Notes or Interest ” so far as it 
relates to interest included in sale-proceeds. On receipt of proper sanction 
from the Postmaster-General, the necessary payment order will be issued to the 
Postmaster in Form A. G. P. T.-260 to pay the amount in cash to the legal 
heir of the deceased. 

A register should be maintained in manuscript in which all transactions of 
write-back of interest on Government Securities and cash payments should 
be noted to watch payment and correct adjustment.' Bach entry in the register 
should be attested by the Accountant-in-Charge. 

126. Cash payments on account of sale-proceeds of Government Securities 
and interest accruing thereon after the death of a depositor appearing in the 
schedule of unclassified payments m the Post Office accounts should be classi- 
fied by the Audit Office concerned under the head £e Savings Bank Investment 
Account — (1) Cost of Government Promissory Notes, and (2) Interest on 
Government Promissory Notes, or (1) Principal and (2) Interest ” according 
as the securities represent Government Promissory Notes or Investment 
Certificates. 

A statement in Form No. A. G. P. T.-261 showing the details of cash pay- 
ments mentioned in Articles 124 and 125 should be prepared in the Postal 
Audit Section of each Audit Office from schedules of unclassified payments and 
a consolidated statement for each Postal Circle forwarded to the Government 
Security Section by the 25th of the month following that to winch the tran- 
sactions relate. The number and date of the paj' order and the detailed head 
under which the amount has been adjusted should invariably be quoted against 
each item. 


Receipt and Disposal of Securities. 

127. All Government Securities received should be carefully examined and 
entered in a register of securities received and disposed of in Form No. A. G. P. 
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T.-242 under the attestation of the Gazetted Officer in charge of the Section. 
These securities should be sent to the Public Debt Office for examination of 
endorsement or renewal as the case may be, duly entered m the Day Book 
maintained in Form No. A. G. P. T.-209 along with a memo, in duplicate in 
Form No. A. G. P. T.-210. Suitable notes should be recorded against the 
numbers of those securities in the register referred to above. One copy of the 
memorandum is retained by the Public Debt Office while the other will be 
returned the same day, duly endorsed, m acknowledgment of the securities. 
This register is reviewed by the Gazetted Officer on the 15th of each month. 

128. The acknowledgments should be presented at the Public Debt Office 
on the due dates noted below : — 

(«) Issue of warrant for interest only . * After 7 clear working days. 

(6) Renewal, Sub-division or consolida- 
tion of Notes . . . . . f. After 9 clear working days. 

(c) Enfacement of a Note, Inland or 

London . . . . . . After 3 clear working days. 

(d) Registration of a document . After 1 clear working day. 

129. On receipt back of the securities after examination or renewal, their 
return should first be noted against the original entries in the Day Book (Form 
No. AGP. T.-209). The securities should then be brought on to the Stock 
Day Book ( vide Article 132) through the Intermediate Day Book ( vide Article 
131) under the initials of the Gazetted Officer. Securities received back 
with objection memoranda should be returned to the officers concerned for 
compliance with the requirements of the Public Debt Office. 

Note 1. — Securities tendered for re -enfacement will not be brought on to the Intermediate 
Bay Book. They should be returned to the Postmaster direct, after re-enfacement. 

Note 2. — When Government securities are returned by Postmasters as undeliverable, they 
■will be entered in the Stock Book of undelivered securities maintained in Form A. G P. T.-262. 
The undelivered Stock is verified by the Gazetted Officer on the first working day of each month 
They will remain m the name of the holders until they are requisitioned for by them. The 
acknowledgment of these securities when delivered to depositors is duly noted in the register 
{Form No. A. G P. T.-242) which is reviewed by the Gazetted Officer on the 15th of every 
month. 

180. When securities are deposited by Departmental employees and 
contractors for 12 months or less, or when they are deposited for more than 12 
months but the depositor does not desire to draw interest thereon during the 
period, they should remain in the name of the depositor and be entered in the 
Intermediate Day Book and transferred to stock Day Book (Form No A. G. P. 
T.-244) on a separate page maintained for the purpose, vide Articles 131 and 
132. The words " No Interest ” should be entered prominently at the top of 
the ledger card of the depositor. 

•Save in the fortnights prev!i*v ■« n J '■'O' '■!>>•_ I .’■ites on which half-yearly interest on 
a loan becomes due when two a i*uliii ..I r*o lupium. 

■flf interest also is due, five additional days are necessary. 
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Intermediate Day Book. 

131. In the Intermediate Day Book (Form No. A. G. P. T.-243) are en- 
tered all securities (Government Promissory Notes or Stock Certificates) 
received from the Reserve Bank of India and brokers as well as those received 
from Heads of Circles and other departmental officers for sale or safe custody. 
In the latter case, the Securities are entered in the Intermediate Day Book 
only after examination of the endorsement or renewal. The securities are then 
transferred to the Stock Day Book (Form No. A. G. P. T.-244). 

Stock Day Book. 

132 All Government Securities (G. P Notes and Stock Certificates) 
entered in the Intermediate Day Book (vide Article 131 ) are transferred to the 
Stock Day Book which is maintained m Form No A. G. P. T.-244 separately 
for Government Promissory Notes and Stock Certificates. Entries relating to 
Securities mentioned in Article 130 , i.e ., Departmental employees and contrac- 
tors should he made in the receipt side in a separate page of the Stock Day 
Book and when they are returned or sold they should be charged ofi on the issue 
side. Each entry in the Stock Day Book, both on the receipt and issue sides, 
is attested by the Gazetted Officer. The Stock Day Book is balanced monthly. 
The closing balances as well as the balance under each loan in the Stock Day 
Book are verified by the Gazetted Officer-in-Charge of the section on the first 
working day of each month by actual enumeration of Government securities 
in the custody of the Accountant General, Posts and Telegraphs. 

133. In the Stock Day Book separate columns are provided for different 
loans. It shows on the receipt side the amount of Securities held by the 
Accountant General and on the issue side are entered, in detail, the amount of 
all securities returned, sold or converted. When Government Promissory 
Notes of higher denominations or Stock Certificates as the case may be, are 
sent to the Public Debt Office for sub-division into Government Promissory 
Notes of smaller denominations, they are not entered on the issue side of the 
Stock Day Book, but are shown in the Day Book only. 

When there is an accumulation of Government Promissory Notes in the 
Accountant General’s Stock, they are sent in convenient batches to the Public 
Debt Office to be converted into Stock Certificates. Government Promissory 
Notes of each loan are converted into Stock Certificates of the same loan. They 
axe sent to the Public Debt Office with a forwarding letter in form No. A. G. P. 
T.-210 duly entered in the Day Book (Form No. A. G. P. T.-209). 

Note. — The Notes sent to the Public Debt Office for conversion into Stock Certificates must 
bear the following endorsement : — 

“ Pay to the Governor - General of India in Council”. 

134. A separate register (known as Denomination Register) showing the 
number of Government Promissory Notes of each denomination of each kind 
of loan or bond held in stock after each day's transactions should be maintained 
M1IP&T 
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in Form No. A. G. P. T.-247. The balances in this register at the end of each 
month under each loan or bond should be verified with the balances exhibited 
in the Stock Day Book. 

135 On the 1st June and 1st December each year, an officer belonging bo 
the Outside Audit Department of the office of the Accountant General, Bengal, 
verifies the balance of Government Promissory Notes and stock certificates 
held by the Accountant General, Posts and Telegraphs, and furnishes a certifi- 
cate of verification along with an abstract of the verified stock. 

Monthly Reconciliation of purchase, sale and interest on Securities. 

130. When all intimations of purchase and sale of securities and interest 
payment orders for one complete month are issued, the total amount on account 
of purchase and sale of securities as also of interest for each postal circle is 
separately worked out from manuscript registers maintained in the Govern- 
ment Security Section and forwarded to Audit Offices concerned embodied in 
statements (in form No. A. G. P. T.-238) not later than the 3rd day of the 
second month following that to which the figures relate, in order to reconcile 
these figures with the total of the amounts advised through several intima- 
tions of purchase and sale and interest payment orders. Any discrepancy 
detected by the Audit Offices in the course of this reconciliation should be com- 
municated to the Government Security Section of the office of the Deputy 
Accountant General, Posts and Telegraphs, Calcutta, for re-adjustment, if 
necessary, along with the details of each intimation of purchase and sale and 
interest payment order by summation of which the total figures for the month 
axe arrived at in the audit offices. 

137. A register in form No. A. G. P. T.-241 should be maintained in the 
Government Security Section for the purpose of effecting a monthly reconcilia- 
tion of purchases and sales. This register should be submitted to the Gazetted 
Officer fox inspection at the end of each month. 

Half-yearly verification of balances in Depositors' Accounts. 

138. The total holdings in different loans and bonds of each depositor on 
the 30th September and 31st March each year should be compiled in form No. 
A. G. P. T.-251 from ledger cards separate ly for each Postal Circle. The total 
holdings in each loan and bond thus arrived at should be verified with the 
Stock Day Book, vide Article 132. The Senior Accountant-in- Charge of the 
Government Security Section is personally responsible for seeing that this veri- 
fication is regularly made and that the ledger abstracts are submitted to the 
Gazetted Officer on due dates, namely, 1st February and 1st August each 
year. 


Statistical Returns and Publication of Accounts. 

139, A general account of transactions relating to Government Securities 
on behalf of Savings Bank depositors only is required by the Director General, 
Posts and Telegraphs, for incorporation in the Annual Report on the operation 
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of the Post Office Savings Bank. This account should be compiled in forms 
A. G. P. T.-253 and 254 maintained m manuscript and despatched in duplicate 
to the Accountant General, Posts and Telegraphs, on the 15th August of each 
year, for submission to the Director General of Posts and Telegraphs. 

139-A. A statement of stock certificates for Rs. 50,000 and upwards held 
by the Accountant General, Posts and Telegraphs, on the 30th June and the 
30th December of each year should be compiled in manuscript and forwarded 
to the Government of India in the Finance Department by the first working 
day in July and January every year. 

139-B. A monthly statement showing approximate figures of purchases and 
sales of Government Securities and Investment Certificates with interest thereon 
effected on behalf of Savings Bank depositors only is rendered to the Accountant 
General, Posts and Telegraphs, on the 13th of the month following that to which 
the transactions relate. 

139-C. A monthly abstract of transfer entries effected by the Government 
Security Section is compiled inform No A. G. P. T.-519 and forwarded to the 
Audit Offices concerned for inclusion in their accounts on the 18th of the month 
following that to which those ontries relate. A “ nil ” abstract should invariab- 
ly be sent to an Audit Office if iu any particular month there is no account 
adjustment affecting any Postal Circle under the jurisdiction of that Audit 
Office. 

139-D. A statement showing deductions made on account of income-tax 
on interest accruing on Securities held in the custody of the Accountant 
General, Posts and Telegraphs, during the course of a financial year should be 
prepared and forwarded to the Accountant General, Posts and Telegraphs, 
by the 20th June each year. 

139-E. A monthly statement in manuscript showing the discharge of 
securiti. s held in the custody of the Accountant General, Posts and Telegraphs, 
on behalf of Savings Bank depositors and of Stock Certificates discharged by 
Post Offices in Indian States and the total amount of debits passed on to the 
Accountant General, Central Revenues, through the exchange accounts of the 
Deputy Accountant General, Posts and Telegraphs, concerned (copies of which 
are furnished to the Government Security Section by the Deputy Accountant 
General, Posts and Telegraphs, concerned) is rendered to the Accountant 
General, Central Revenues, on or before the last day of the second following 
month. 

139-F. A statement showing particulars of Government Securities held 
by the Acoountant General, Posts and Telegraphs, on behalf of departmental 
employees and contractors should be compiled in Form No. 20 of the Govern- 
ment Security Manual and despatched to the Publisher, Gazette of India, Old 
Press Buildings, Civil Lines, Delhi, on or before the 5th February every year 
for publication in the Gazette of India (Part II). 

Note. — The names of Post Office^ Savings Rani: depositors should not to published in the 
account, but the total amount held on" their behalf should be exhibited in one entry, “ Savings 
Bank depositors 
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Introductory. 

140. The Accountant General, Posts and Telegraphs, is responsible for the 
stock, custody and issue of British Postal Orders as also for the audit of all trans- 
actions relating to them. The rules for indent, sale and payment of British 
Postal Orders in Post Offices as well as those relating to maintenance of the 
initial accounts and submission of account returns of British Postal Order 
transactions to Audit Offices will be found in Chapter 7 of the Posts and Tele- 
graphs Manual, Volume VI. 

141. The Deputy Accountant General, Posts and Telegraphs^ Calcutta, 
acting on behalf of the Accountant General, Posts and Telegraphs, is responsi- 
ble for holding the central stock of British Postal Orders, their safe custody and 
issue to the Branch Audit Offices under the Accountant General, Posts and Tele- 
graphs. All work in this connection is done in the Government Security 
Section of the Office of the Deputy Accountant General, Posts and Telegraphs, 
Calcutta. 


Central Stock. 

142. The central stock is obtained by half-yearly indents on the London 
Post Office for the supply of Orders calculated as sufficient to increase the exist- 
ing stock of each denomination so as to meet the requirements of one year. Pot 

( 61 ) 
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this purpose, half-yearly reports in the following form should be drawn up and 
submitted to the Deputy Acoountant General, on the 15th January and 15th 
July each year, showing what denominations need replenishing. The indents 
should be prepared accordingly and issued over the signature of the Deputy 
Acoountant General. Office copies of indents should be kept in a register main- 
tained for the purpose. 


Half-yearly indent for British Postal Orders . 


Denomination. 

IssiieB m the 
previous twelve 
months as de- 
tailed on the 
reserve. 

(2) 

1 

Central stock 1 
on 

31st Deo. 

Additions re- 
quired (in even 
thousands, to 
make up a 
year’s demand. 

Remarks. 

i 

(i) 

30th Juno 19 . 

(3) 

Column (3), 
when leas, de- 
ducted from 
column (2). 

W 

(6) 

One shilling. 





On© shilling 

and six penoe. 





Two shillings and bo on. 






w Noma. — If the number in column (3) exoeeds that in column (2), the word Nil should be 
written in colnmn (4) and no indent will be necessary. 

Custody ol the stock. 

148. The central stock is kept by the Treasurer of the General Post Office, 
Calcutta, on behalf of the Deputy Accountant General. The stock is secured in 
a safe with double locks in the joint custody of the Gazetted Officer in charge of 
the Government Security Section and the Treasurer of the General Post Office, 
each of these officers keeping the key of one of the locks in his personal custody. 

On receipt of the Orders from London, their serial numbers, etc., should 
be noted in the register mentioned in Article 142 and attested by the Treasurer 
as well as by the Gazetted Officer. The acknowledgment for the Orders should 
also be prepared and initialled by the Treasurer and despatched to London 
duly signed by the Deputy Accountant General or the Gazetted Officer. 

Stock in Branch Audit Offices. 

144. Every Branch Audit Office will he provided with a stock of 
British P ostal Orders for issue to Head Postmasters under its audit 
jurisdiction. The stock in the Audit Office should similarly be kept 
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m a safe with double locks, one key being kept in the personal custody of 
a Gazetted Officer of the office and the other, with an Accountant or a senior 
clerk selected by the Deputy Accountant General. The stock will ordinarily 
be replenished every three months from the central stock, by quarterly indents 
(in Form A. G. P. T.-302) on the 1st of January, April, July and October, each 
year. Supplemental indents may however be made when the stock is found 
to have run out, owing to unusual demands from Postmasters 

Issues from th3 Central Stock. 

145. The quarterly or supplemental indents received from the Branch 
Audit Offices (including the Postal Audit Office, Calcutta) should be submitted 
to the Deputy Accountant General, and when orders for supply have been pass- 
ed by him, they should be sent for compliance to the Treasurer who will at once 
arrange with the Gazetted Officer (see Article 143) for prompt issue of the 
Orders. After the Orders have been taken out of the stock and checked both 
by the Gazetted Officer and the Treasurer the latter will issue them with an 
invoice (Form A. G. P. T.-303) m duplicate signed by himself, in which the 
serial and consecutive numbers of each Order issued should be detailed. 

146. The original copy of the invoice issued by the Treasurer on being 
received back from the Audit Office concerned, duly signed as an acknowledg- 
ment, should be filed in the General Post Office, in a guard file. The Treasurer 
should see that he receives an acknowledgment fox the British Postal Orders sup- 
plied to the Audit Offices within a reasonable time, issue reminders for the 
same when necessary, and bring cases of unusual delay to the notice of the 
Gazetted Officer 


Record of Central Stock. 

147. As British Postal Orders are received from the London Post Office 
or are issued to the Branch Audit Offices, the Treasurer should enter the Orders 
received or issued in a register in Form A. G. P. T.-301. This register should be 
placed before the Gazetted Officer (see Article 143) for his initials whenever 
an entry is made therein. 

Stock Register in Branch Audit Offices. 

148. A stock register, in Form A. G. P. T.-301, should be maintained to 
account for the British Postal Orders received and issued by the Audit Office. 
This register should be posted, as regards receipts, from the invoices referred to 
in Article 145 and as regards issues, from the invoices referred to in Article 150, 
The register should be placed before the Gazetted Officer for his initials when- 
ever an entry is made therein. 

Not®. — British Postal Orders received from the central stook should be counted m the 
presence of the Gazetted Officer, who will oonduot a test cheok of the counting. 
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Issues to Postmasters. 

149 . British Postal Orders are issued to Head Post Offices on indents 
received from the Postmasters. These indents (whether by telegram or other- 
wise) should be entered in the appropriate columns of the stock register. Cases 
in which indents for British Postal Orders are made by telegram should be 
reported to the Head of the Circle when it appears that such telegrams might 
have been avoided by the exercise of proper foresight. 

160 . The indents received from the Postmasters should, in the first place, be 
sent to the audib section concerned for verification of the figures as to balance 
and sale noted by the Postmasters. They should next be submitted to the 
Gazetted Officer through the Accountant and when orders for supply have been 
passed, the required number of British Postal Orders should be taken out from 
the safe and an invoice prepared m triplicate by carbonic process, in Form 
A. G. P. T.-303. The serial and consecutive numbers of each denomination of 
Orders issued, should be detailed in the invoice. 

Note. — The Stock should he kept so arranged, that the Orders issued may always he from the 
earliest supply received from the central stock. 

161 . One copy of the invoice should be kept as office copy duly filed with the 
indent and the other two sent to the Postmaster with the British Postal Orders 
detailed therein, under registered cover. One of these will be received back with 
the Postmaster’s acknowledgment and should be pasted into a guard file after 
verification with the entry made by the audit section concerned in the column 
provided in the stock register prescribed in Article 148. 

Note. — Reminders should he duly issued in cases m which the acknowledgment is not received 
within a reasonable tune. 

Returns of British Postal Orders received in the Audit Office. 

162 . The following monthly returns of British Postal Orders will be received 
in the Audit Office from Head Post Offices (vide Article 372 of the Posts and 
Telegraphs Initial Account Code, Volume I). 

(1) List of British Postal Orders Sold. 

(2) Abstract of payments of British Postal Orders with the paid Orders. 

(3) Memo, of unsold British Postal Orders in stock. 

Soon after the 1st April of each year, a detailed list showing the serial 
numbers of British Postal Orders instock will be received from Post Offices 
(vide Buie 383 of the Posts and Telegraphs Manual, Volume VI). 

Note. — If the list of Biitish Postal Orders sold or the Abstract of payments of British Postal 
Orders for any month is not received m sufficient time to admit of their being audited before the 

preparation of the Classified Abstracts, the oredits or debits i v Cash Account, 

should be taken to the suspense head “ Credit Suspended ’ 5 or ' l*.»' v A <' I i ,s , as the case 
maybe. 
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Audit of the List of British Postal Oidexs Sold. 

153. On receipt of each list, the total should be checked with the credit 
afforded in the monthly cash account of the Head Postmaster and the calcula- 
tion of the value of each class of Orders sold should be verified. The value and 
poundage should be classified under “ Deposits — British Postal Orders 

Noth. — The rates at which the sterling values of British Postal Ordeis aie to be converted 
into Indian currency before they are sold or paid are prescribed by lie Director-General, Posts 
and Telegraphs, from time to time. 

154. Short or excess credits exceeding annas two in the cash account, of 
the value of British Postal Orders sold, should b& held under objection and 
adjusted thus : — 

The correct value should he credited to the proper head and (d) the 
amount short realised debited to “Advances Recoverable ” 
in the accounts, (6) the amount realised in excess should be 
credited to “ Fees and Other Receipts — Order Items ” in Abstract 
B. I. — Miscellaneous Revenue, and entered in the inner column 
of the Objection Book. The items will be removed from the 
Objection Book on credits on account of (a) and debits on account 
of (6), being traced. In the case of (b) y if a refund can not be 
made within a reasonable time, the amount will be removed from 
the Objection Book with the remarks “ Removed, purchaser not 
traceable”. 

Differences in the British Postal Order accounts of sums not exceeding 
two annas on account of over-credits and short credits or short payments and 
over-payments should be treated in the manner laid down in Article 165. 
These small differences should be accounted for by per contra entries in the 
classified abstract, thus : — 

(i) Short credits and aver -payments. 

Dr. — Abstract J-V — Miscellaneous Postal Expenses — Losses, etc., written 
off — Irrecoverable over-payments. 

To Deposits — British Postal Orders. — Cr. 

(ii) Over-credits and short payments , 

Dr. — Deposits — British Postal Orders. 

To Fees and other Receipts — other items — Cr. 

Audit of the Abstract of Payments of British Postal Orders. 

155. The paid lists or abstract of payments should be examined to see : — 
(a) that every entry in the abstract of payments is supported by paid 

Orders to that value. If a paid Order is not received with the list* 
and its absence is not explained against the entry in the list, 
it should be immediately called for by telegram ; 
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(6) that the full value calculated at the prescribed rate plus the value 
of the British Penny postage or Indian postage stamps, or any, 
affixed to the face of the Orders to make up broken amounts, 
agrees with the entries in the abstract of payments , 

(c) that the total number of paid Orders which were issued in India 

is entered at foot of the abstract, and that it agrees with the total 
number of Orders stamped “ India”; 

(d) that the total value of postage stamps, either British, Colonial or 

India, affixed to the Orders for making up broken amounts 
agrees with the entries at foot of the abstract of payments ; 

(e) that the total amount paid (m rupee currency) as per Abstract, 

agrees with the charge m the monthly cash account. 

Note. — T he value of half-penny postage stamps and half -anna Indian Postage Stamps 
affixed to British Postal Orders is rot payable, vide Rule 19 of the “ Rules for Post Masters at 
Money Order Offices in the TJrited Kingdom ” and Rule 389 (a) of the Posts and Telegraphs 
Manual, Volume YI. 

156. The paid Orders should be further examined in detail in the following 
manner ; — 

(а) If the amount is paid to a person other than the payee named m the 

British Postal Order [except as provided in Rule 52 (2) (6) of the 
Posts and Telegraphs Manual, Volume VTII], the sanction of 
the Director General, PoBts and Telegraphs, for payment, should 
invariably accompany the Order and the sanction should be 
quoted on the paid Order before its submission to the Government 
Security Section (vide Article 174). 

(б) If the Order is not genuine, or if the amount has been altered, or if 

it was payable at another office, or if it has been cut, defaced, 
mutilated or bears erasures or alternations, the amount thereof 
should be placed under objection under “ Advances Recoverable ” 
and the postmaster asked to recover the amount from the party 
at fault ; the Order should not be included in the return of British 
Postal Orders paid ; 

(c) In case the extra poundage be not realised on an Order paid after 

currency or if realised by short charge in the list of British Postal 
Orders paid, the Order should be returned to the postmaster with 
instructions to have Indian postage stamps for the amount equi- 
valent to poundage affixed on the back of the Order and to re-sub- 
mit it to the Audit Office. In such cases the full amount of the 
Order should be placed under objection as “ Advances Recover- 
able”. 

(d) The stamps affixed for making up broken amounts should be de- 

faced in the Audit Office, and if they are affixed elsewhere than in 
the prescribed space on the face of the Order, their value should be 
recovered from the postmaster concerned. , Any payment 
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exceeding five annas for the value of stamps affixed to make up 
broken amounts should also be disallowed in audit and recovered. 

Note 1. — The stamps should not, however, he regarded as defaced when such defacement 
•consists merely in stamp or stamps being encroached upon by a portion of the issuing officer’s 
signature, or by entries made by the payee m filling in or receipting the Order, eto. 

Note 2. — The procedure out-lined in Article 164 should be followed mutatis mutandis in 
the ease of short payments or overpayments exceeding two annas on account of British Postal 
Orders. For short payments or overpayments not exceeding two annas, see sub-paiagraph to 
Article 166. 

157. British Postal Orders repaid to the purchaser are treated in the same 
way as Orders paid to the payee and are included in the monthly abstract of 
payments. They should be audited with reference to Buie 395 of the Posts 
and Telegraphs Manual, Volume VI. 

158. If the amount of Orders paid or refunded is irregularly charged in the 
schedule of unclassified payments, it should be transferred to the abstract of 
payments of British Postal Orders and the irregularity pointed out to the post- 
master concerned. 

159. In the case of loss of a paid British Postal Order, a certificate of 
payment by the paying Postmaster in the form prescribed in Buie 399 of 
the Posts and Telegraphs Manual, Volume VI, together with the Postmaster- 
General’s letter of authority for its issue should he accepted as a paid Order 

160. The total amount of British Postal Orders paid (less the amount 
placed under objection) should be classified to the head £t Deposits- '-British 
Postal Orders”. 

Postage stamps of the Somaliland Protectorate affixed to British Postal 
Orders, though expressed in Bupee currency, are not Indian Stamps. They 
should therefore be classified under the head “ British or Colonial Stamps.” 

Audit of the Memorandum of unsold British Postal Orders. 

161. The memo, of unsold British Postal Orders in stock m Post offices 
received with the monthly lists of sales, should be checked by the auditor to see 
that the opening balance corresponds with the closing balance of the previous 
month. He should also see that : — 

(0 the supply received, if any, agrees with the entries in the register 
prescribed in Article 148 ; he will then fill in the column pro- 
vided for c< Entries to be made by the audit section " m the 
register , 

(w) the sales agree with the corresponding entries in the list of sales ; 

(m) the balance of Orders shown as in stock under each denomina- 
tion agrees with the total of the numbers shown against 'the* 
heads “ Orders unsold in Head Office ” and “ Orders unsold in 
Sub-offices ” under that denomination. 
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After an arithmetical check, the memo, together -with the sale list should 
he filed with the cash account. 

Note. — The memorandum should be carefully examined to see whether Postal Orders are 
unnecessarily looked up in any office and if so, a portion of the stock should be recalled at once. 

British Postal Orders transferred frcm one office to another. 

163. British. Postal Orders transferred for sale from a Head Office which, 
keeps a stock, to one which does not, are shown in the Memo, of unsold Orders 
as a deduction. In dealing with these Orders, the following procedure should 
be observed : — 

(а) The auditor of the supplying office will see that the requisitions for 

the Orders are received with the memo., and that the numbers 
and denominations of the Orders supplied, agree with those in- 
dented for. 

(б) He will then enter the Orders transferred, in the register prescribed 

in Article 163 and after verification, will file the requisition with 
the Memo, of unsold Orders to which they appertain. 

(c) In the monthly statement of unsold Orders (vide Article 175) the net 

balance after deduction of the Orders transferred, should be 
shown. 

(d) Orders shown as sold in the invoices received in the office at the time 

the monthly statement is prepared (vide Article 173), should be 
entered in the balance memo, in red ink by the auditor of the 
indenting offices against those offices, hut excluded from the total 
Orders not sold or in transit being shown in black ink and in- 
cluded in the total with a red ini note in the margin, indicating 
the name of the office by which they were supplied. In the latter 
case, the auditor will make the entries from the register pres- 
cribed in Article 163. 

(e) The auditor of the indenting office will see that the invoice of the 

Order transferred for sale has been received with the first cash 
account in which the value thereof has been credited, and that 
the value has been noted therein in the columns provided for the 
purpose in cases in which the sale has been effected. 

(f) He will then acknowledge the Orders sold in the register prescribed 

in Article 163 and show the sale in the statement of sales (Article 
_ 173) against the Office by which it was effected. 

Noth. — It should be noted that Post Offices whioh do rot keep any stock can procure British 
Postal Orders from other Offioes when they receive applications from intending purchasers (see 
Rule 386 of the Posts and Telegraphs Manual, Volume VI). 
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163, A manuscript register in the form prescribed below should be kept in 
the audit section for the check of Orders transferred from one office to another 
for sale Columns 1 to 6 of this register will be posted by the auditor of the 
transferring office on receipt of the monthly British Postal Order returns, and 
columns 7 to 11 by the auditor of the receiving office as the sales appear in the 
monthly cash account, the Orders unsold being shown in column 12 of the 
register. 
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Ia u p | ni f| the f ? r a moafcll > unsold Orders of the previous 

month should first be entered in detail in column 3 against an entry “ Unsold 

Orders of the previous mouth”. Then should follow the Orders transferred for 
sale during the month to which the register relates. As soon as all the cash 
accounts ofthe month have been received and the sales appearing therein noted 

^ b t r <? tte . despatel1 ofthe statemeutpreid “Se 

1/8 to the Government Security Section, it should be closed, and the Orders 
unsold earned forward to the next month. A watch should be kept through the 
renter to see that an Order not sold within one mouth from the date of its 
transfer for sale is returned to the Audit Office concerned by the Postmaster 
rf ^mdentmg^offic^ men this is done, the word " retuLed ” (vide P^t 

col umns 7 arirf fi ri i ) should be written in red ink acrotsg m 

columns 7 and 8 and the Order written off when the register is closed 

u “ *» A »“ om “ «>* <™» — 1« - l . 
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Objections. 

165 The procedure for raising, communicating and ad] listing objections 
detected in course of audit and maintenance of Objection Books, etc., will be 
found in Chapter 20 of the General Audit Code (see also Article 463 ibid). 

Differences m the British Postal Order accounts of sums not exceeding 
two annas on account of over-credits and short-credits or shortpayments and 
overpayments need not be included in the Objection Book. They should 
nevertheless be included in the Objection Statement with a warning to the 
Postmaster to avoid such irregularities m future. Over-credits or shortpay- 
ments on British Postal Orders not exceeding two annas should bo noted in a 
register in Form A. G P. T -414 foT each Postal Circle and the total amount 
adjusted by monthly transfer entries to the credit of e Fees and other Receipts — 
Other items ’ in Abstract B. — Miscellaneous Revenue by debit to f Deposits — 
British Postal Orders’. Short-credits or overpayments on British Postal Orders 
should be noted in a separate register in Form No. S Y.-265. The total amount 
will be adjusted monthly by debit to ‘Abstract J-V-Miscellaneous Postal 
Expenses — Losses, etc., written off — Irrecoverable overpayments 9 and credit 
to ‘ Deposits — British Postal Orders’. The two registers should be submitted 
monthly to the Gazetted Officer in charge through the Senior Accountant 
for review. If these mistakes occur frequently in the accounts of any one 
Post Office, the Postmaster’s special attention should be drawn to them and a 
report should be made to the Head of the Circle requesting him to take suitable 
notice of the Postmaster’s carelessness. 

British Postal Orders lost or stolen. 

166 . On receipt of a report of the Iosb or theft of British Postal Orders 
(vide Rule 384 of the Posts and Telegraphs Manual, Volume VT), the 
bundle of British Postal Orders paid in the month in which the loss is re- 
ported to have occurred, should be examined to see whether the missing Orders 
have been paid. If not, the fact should be brought to the notice of the Head 
of the Circle, so that the latter may issue instructions to all postmasters prohibit- 
ing their payment. If the payment is traceable, the Orders should be ex- 
amined and forwarded to the Head of the Circle for an investigation of the 
fraudulent payment, placing the amount under “ Advances Recoverable ” in 
the Objection Book. 

On receipt of a similar report in the Government Security Section, an 
intimation will be sent to the Controller, Money Order Department, General 
Post Office, London, requesting authority to take credit for India for the value 
and poundage of the lost Orders in the British Postal Order account. 

167 . Sums recovered on account of lost ot stolen British Postal Orders will 
be credited by postmasters as “ unclassified receipts ” and should invariably 

Hbe brought to account under “Fees and other Receipts — Other Items’ 1 in 
Abstract B. I. — Miscellaneous Revenue ”, Missing British Postal Orders should 
continue to be shown in the stock until sanction to write off the value and the 
poundage has been obtained from the British Post Office and communicated to 
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the Audit Office, which will then direct the Postmaster to remove the Orders 
from his stock, by an entry in red ink in his list of British Postal Orders sold 
without including the value of the Orders in the total of the list. 

Disposal oS British Postal Orders received from Postmasters, etc. 

168. British Postal Orders, when received m the Audit Office, either from 
Postmasters or from any other source, must be treated as valuables ” and 
made over to the section concerned through the register of valuables kept in 
the Record Section. (They should reach the Audit Office in separate registered 
covers marked ‘ f important ” in red ink, and when this is not the case, the 
irregularity should be brought to the notice of the sender.) Such Orders 
generally fall under one or other of the following classes * — 

(1) Spoilt and unclaimed Orders. 

(2) Surplus orders returned to stock. 

(3) Orders remaining unsold for more than four years (Article 172). 

169. If the serial and consecutive numbers of the Orders returned by Post- 
masters are detailed in the letter accompanying them or in a separate invoice, 
the Orders should be checked with the entries in the letter or the invoice and 
an acknowledgment (m the prescribed form) signed by the Gazetted Officer-in- 
Charge, sent to the Postmaster. If no details are given in the letter or no in- 
voice is received, a suitable list should be prepared in manuscript and the 
omission pointed out to the Postmaster. 

Spoilt British Postal Orders. 

170. Spoilt Orders received either with the list of Orders sold or otherwise, 
should be entered in a manuscript register in the form prescribed below which 
should be submitted to the Gazetted Officer for orders and attestation of entries 
made therein. Cases which reveal carelessness or rough handling of Orders in 
Post Offices or where the explanation of Postmasters for treating the Orders as 
spoilt is not satisfactory, should be reported to the Head of the Circle concerned. 

Unclaimed Orders received m the Audit Offices should be sent to the Gov- 
ernment Security Section immediately and spoilt Orders and Orders unfit for 
reissue should be sent with a covering memo, which should be enclosed in a 
separate service envelope, registered and superscribed Important ” in red ink. 


j Register of spoilt British Postal Orders . 
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171. A register in the same form should be maintained in the Govern- 
ment Security Section for the record of all spoilt and unclaimed British Postal 
Orders received from the Audit Offices. Unclaimed Orders should be sent to 
the General Post Office, London, immediately on receipt (by the first available 
mail), with a forwarding letter m Form No. A. G. P. T.-310, and spoilt Orders 
received up to the last day of a month should be sent with the Account Current 
for that month in a statement m Form No. A. G. P. T.-309. 

Returns ol British Postal Orders supplied to India more than Sour years ago. 

172. A list of British Postal Orders supplied to India more than four years 
ago, will be prepared annually in the Government Security Section and for- 
warded, in the month of May of each year, to the Branch Audit Offices con- 
cerned, which will immediately recall any such Orders lying unsold in the Post 
Offices. The Orders, when received, together with similar Orders lying in the 
Audit Office itself, should be entered in a list (in triplicate) and forwarded to 
the Government Security Section under registered cover. One copy of the list 
will be retained in the Government Security Section, the second copy with the 
Orders will be forwarded to the London Office and the remaining copy returned 
to the Audit Office with acknowledgment of receipt of the Orders. 

Note. — F oi Orders returned to London, credit should be taken for their value inclu ding 
poundage, in the monthly Account Current referred to in Article 180. 

Monthly Statements ol Sales, Payments, and British Postal Orders instock. 

173. Every Branch Audit Office should compile for each Postal Circle 
separately, two statements of British Postal Orders sold and paid in each month 
in Forms A. G. P. T.-304 and 305 respectively, and forward them in time to reach 
the Government Security Section on the 23rd of the month following that to 
which the statements relate. The value of paid Orders as well as of postage 
stamps affixed thereto should be shown separately. The number of Orders 
paid, which were issued in India, should be noted against each denomination 
and the number and amount of each class or denomination of Orders should 
be grouped together and totalled separately. 

174. The Audit Office should be careful to see that every paid Order includ- 
ed in the statement is sent with it to the Government Security Section. When 
it is found absolutely necessary to detain a paid Order on any account, its 
number and amount should not be mcluded in the statement of paid Orders 
until the Order is actually despatched. The amount of the Order so detained 
should be placed under objection under " Advances Recoverable”. When the 
Order is subsequently included in the statement and actually despatched, its 
amount should be debited to the head “Deposits — British Postal Orders ’ 9 
by credit to the head " Advances Recoverable.” 

175. The monthly statement of British Postal Orders in stock (Form 
A. G. P. T.-304) should also be sent on the same date. No details need however 
be furnished in these statements ; only the total number of Orders held in the 
Audit Office and Post Offices under its jurisdiction should be shown (but 
see Article 176). 
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The Audit Office stock to be added to the statement will be that actually 
held m the Audit Office on the last day of the month to which the statement 
relates, plus any issues which may have been invoiced to Post Offices but 
which have not been shown as received in the month’s accounts incorporated in 
the statements. 

176. The statement for the month of December should be submitted in 
the following form : — 

Number in 
each 

denomination. 

Last year’s stock 
Received from Central stock 

Total 

Deduct — 

British Postal Orders sold during the year 

British Postal Orders spoilt 

British Postal Orders returned to the Central stock 

Total No. of British Postal Orders at the close of the year 
In the Audit Office 
In Post Offices in Circle 
In Post Offices in Circle 
In Transit 

Total 

177. The '‘total ” of each statement must be proved by the Accountant 
in charge of the audit section concerned. He should see : — 

(t) that the " sterling value ” (including poundage) is correct, and 

(ii) that the total amount converted into “ Indian currency ” at the pres- 
cribed rate is correct. 

178. Before the statements referred to above are despatched, the trans- 
actions of the month should also be communicated in advance by means of a 
telegram worded as follows, so as to reach the Government Security Section by 
the 16th of every month : — 

Postal Orders (month of transaction) issued (total number and double 

the figure as a check) pounds shillings pence 

paid (total number and double the figure as a check) pounds 
shillings pence . 


1GIP&T 
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Account Current with London. 

179 . On receipt of the Telegraphic advice of British Postal Order figures 
from the Audit Officers (Article 178), the Deputy Accountant General, Posts 
and Telegraphs, Calcutta (Government Security Section), will send an advice 
by a registered Express letter to the Presidency Postmaster, Foreign Post 
Section, Ballard Pier Station so as to reach him positively by the 25th of each 
month, informing him of the amount of British Postal Order and Savings 
Bank remittances duo to the United Kingdom for incorporation in the 
monthly General Account between Indian Post Offices and Post Offices in 
England, rendered by the Presidency Postmaster, Bombay 

180 . On the first mail day of each month, an Account Current (Form No. 
A G. P. T.-306), showing the known sales of the secund precedmg month and 
the value of the stock of British Postal Orders remaining with the Indian 
Post Office, is despatched to the General Post Office, London. In this account 
are included the sales of the third precedmg month omitted from the previous 
Account Current and all the known sales of the month to which the Account 
Current relates. As a necessaiy preliminary to the preparation of tins Account, 
the statements of sales and stock for each Postal Circle received from the Branch 
Audit 0 dices should be consolidated by bhe Government Security Section in 
Form No. A. G. P. T.-304. 

The total of the account should be checked and verified and the account 
scrutinised to see : — 

(i) that the sterling value (mcluchng poundage) is correct, and 

(w) that the “ rupee currency ’* has been converted into sterlmg accord- 
ing to the prescribed rate of exchange. 

Note — To the stock reported by the Audit oflices should be added that held by the Trea- 
surer of the Calcutta General Post Office op the last day of the morth for which the account is 
rendered. 

181 . The prescribed entries on the two sides of the Account Current 
provide for — 

On the Debit side — 

(-i) The gross value (including poundage) of British Postal Orders re- 
maining unsold ” in the previous account. 

(ii) The gross value (including poundage) of British Postal Orders (if 

any) received from London. 

(Hi) Value of Indian postage stamps affixed to British Postal Orders 
paid in the United Kingdom. 

(w>) Imprests repaid for Savings Bank transfers. 

On the Credit side- 

tv) British Postal Orders paid in India including value of British or 
Colonial postage stamps. 
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(vi) The gross value (including poundage) of spoilt British Postal Orders 
forwarded to tho Comptroller and Accountant General, General 
Post Office, London. 

(vn) Allowance for the issue and payment of British Postal Orders at 
£2 per 1,000. 

(vizi) Imprests received for Savings Bank transfers. 

(ix) Remittance to London on account of — 

(а) British Postal Orders, viz., the balance m favour of the British 

Post Office, being the amounts realised by sale of British Postal 
Orders minus the amounts paid and the commission due to 
India. 

(б) Savings Bank transfers, viz., the balance in favour of the United 

Kingdom or India, bemg the difference between the amount 
of Savings Bank accounts transferred out of India and the 
amount of Savings Bank accounts transferred to India. 

(i x ) Tho gross value (including poundage) of British Postal Orders re- 
maining unsold with the Post Offices in India, being the amounts 
reported by the Audit Offices ‘plus the amount of Central Stock 
with the Treasurer, Calcutta General Post Office. 

(c d) Special entries (in manuscript) with full particulars of each item. 

Note 1 — The detailed statement of unsold British Postal Orders (appended to JFoim 
A. G. P. T.-306) should be furnished -with the Account Current for the month of Deoember of 
each year, the total number and the estimated value theieof bring exhibited m lump in the Account 
Current for the other months of the year 

Note 2. — Bntish Postal Oideis which have been lost or stolen from offices in India must 
be considered as remaining m stock until authonty is received from the General Post Office, 
Londor, for credit being taken to India for their value and poundage. 

Note 3 — In the event of a lost or stolen British Postal Older finding its way to the United 
Kingdom and being paid there, credit for its value (including poundage) should be given to the 
British Post Office 10 the Aooount Current by transfer from “ Co m mission on British Postal 
Orders **. The item should be shown on the Debit side of the Account Current with full particu- 
lars. 


181-A. (a) For the amount of British Postal Orders sold and for 
other special items for which credit is due to the United Kingdom, a monthly 
adjustment will be made by the Government Security Section debiting the 
head “ Deposits — British Postal Order remittances 93 and crediting the head 
“ Account between England and India, His Majesty’s Imperial Government, 
Postal and Money Order transactions with United Kingdom adjustable in 
England ”, In making this adjustment, the sterling amount payable to the 
United Kingdom should be converted into rupee currency at Is. 6d, per 
rupee. The difference between the total sterling amount converted at the 
rate of Is. 6 d. per rupee and the amount arrived at according to the rate 
prescribed by the Director General, Posts and Telegraphs, for the month or 

v 2 
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if different rates were in force during the month, according to the rate in 
force for the greater part of the month, should be adjusted to the head 
“ Deposits — British Postal Order remittances ” by a per contra credit or debit 
to the head “ Exchange on Remittance Account — Postal and Money Order 
transactions ”, The total amount chargeable to the head ,f Deposits — British 
Postal Order Remittances ” should be the amount arrived at according to 
the rate prescribed by the Director General, Posts and Telegraphs. 

(6) Similar adjustment crediting “Deposits— British Postal Order Re- 
mittances ” and debiting “ Accounts between England and India, His 
Majesty’s Imperial Government, Postal and Money Order transactions with 
United Kingdom adjustable in England ” and taking the difference caused 
by the difference in rates to the head “ Exchange on Remittance accounts — 
Postal and Money Order transactions ” should be made for the amounts on 
account of British Postal Orders paid, commission and other items. 

(c) At the end of the year, a statement showing progressive figures under 
“ Deposits — British Postal Orders ” and “ Deposits — British Postal Order Re- 
mittances ” for each Circle up to March (Preliminary) will be forwarded by the 
Central Office to the Deputy Accountant General, Posts and Telegraphs, 
Calcutta. The Audit Offices should, then, be asked to settle and adjust dis- 
crepancies found, if any, between the figures under “ Deposits — British Postal 
Orders ” as shown m the statement and the totals of the figures shown in the 
monthly statement sent by them. If the total of the credit under the heads 
“Deposits — Branch Postal Orders ” and “ Deposits — British Postal Order 
Remittances ” is found to differ from the total of the debit under the same 
heads, due to different rates having been applied in the same month and 
adjustment thereof, made at the rate obtaining for the greater part of the 
month, the difference should be adjusted in the accounts for March Pinal by 
a credit or debit as the case may be, to the head “ Exchange on Remittance 
Accounts — Postal and Money Order transactions ”, 

Annual Statements to the Director General, Posts and Telegraphs, 

182. Annual consolidated statement of British Postal Orders sold and paid 
in India should be sent to the Director General, Posts and Telegraphs, in Forms 
Nos. A. G. P. T.-307 and 308 on or before the 10th June every year. For the 
compilation of these statements two registers should be maintained in the Gov- 
ernment Security Section, one for recording the monthly sales and the other for 
recording monthly payments of British Postal Orders in each Postal Circle 
in India, 


Verification of Stock* 

**"' Central Stock . 

183. The Central Stock should be verified annually by a Gazetted Officer 
of the office of the Deputy Accountant General, Posts and Telegraphs, Calcutta, 
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Who is not in charge of the G, 8 Section, with th° assis' ance of 3 or 4 auditors. 
This verification will generally be done in July or August when the balance of 
the Stock is at its lowest, i.e., just before receipt of the first half-yearly supply 
from London 

A certificate of completion of the verification should be sent to the 
Accountant General, Posts and Telegraphs within a week after the verifica- 
tion is finished. The office of the Accountant General, Posts and Telegraphs, 
should watch that the certificates art- duly received. Certificates showing no 
discrepancies should be filed immediately while those showing discrepancies 
should be filed only after the discrepancies are settled. 

Audit Office Stock. 

184. On the last day of each month, the stock of British Postal Orders in 
the Branch Audit Offices should he verified by the Gazetted Officer concerned 
with the balance shown in the stock register which will be initialled by him 
and a certificate of verification signed by him will be appended to the monthly 
statement forwarded under Article 175 to the Government Security Section. 

184- A. In addition to the usual monthly verification (mde Article 184), 
an independent verification of the stock of British Postal Orders in the 
Branch Audit Offices should also be carried out annually on the 31st March 
of each year either by the Deputy Accountant General himself or by one of 
his Gazetted Officers unconnected with the British Postal Orders work, and a 
certificate to that effect forwarded to the Accountant General, Posts and 
Telegraphs-so as to reach his office by the first week of April. The office of 
the Accountant General, Posts and Telegraphs, should watch that the certi- 
ficates are received by the due date. Certificates showing no discrepancies 
should be filed immediately while those showing discrepancies should be filed 
only after the discrepancies are settled. 

Stock in Post Offices . 

185. At the time of inspection, Superintendents and Inspectors of 
Post Offices are required to send to the Audit Office a memorandum 
showing the balance at the end of the month preceding his visit, subsequent 
receipts and sales up to the date of his visit, and the balance in stock on that 
date, with a certificate that the stock and accounts were found to agree (mde 
Rule 239 of the Posts and Telegraphs Manual, Volume VIII). The memo- 
randum should be checked with the return of the corresponding period 
received from the Post Office, any discrepancy being reported to the Head of 
the Circle. 


Irish Postal Orders. 

Audit of the Abstract of payment of Irish Postal Orders. 

185-A. On receipt of each list of payment, the total should be checked 
with the charge appearing in the monthlv cash account of the Head Postmaster. 
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The paid orders should be subjected to audit as prescribed for British Postal 
Orders paid in Articles 155 and 156. The charge should be classified under 
1 Deposits — Irish Postal Orders \ 

After proving the total of the lists with the charges booked in the accounts, 
the paid orders of all the Circles should be mixed and sorted by denominations 
and by the rate of exchange at which they were paid. The sorted ordere 
should then be forwarded to the Deputy Accountant General, Posts and Tele- 
graphs, Nagpur, by registered post, accompanied by a covering statement m 
Form A. G. P. T.-305 with headings suitably altered, so as to reach him by the 
28th of the month following the month of account. 

185-B. In the Nagpur Audit Office the paid orders received from the 
other Audit Offices will be mixed with those originally received from offices 
under its audit jurisdiction and which have been subjected to audit as mentioned 
in Article 185-A. A consolidated statement showung the charges appearing m 
the accounts of the Indian Posts and Telegraphs Department should be 
prepared. This statement and the paid orders will be despatched to the Presi- 
dency Postmaster, Bombay, by the 3rd of the second month following the month 
of account with a covering letter intimating the number of Postal Orders 
(by denomination) and the amount in sterling due from the Irish Free State 
for incorporation in the Money Orders Exchange Account between the Indian 
Post Offices and the Lull Free State. 

The credit for the amount claimed should be w r atched by the Money Order 
Section of the Nagpur Audit Office 

BRITISH FERNY POSTAGE STAMPS. 

186. The stock of British Penny Postage Stamps is obtained from the 
London Post Office through the Director-General, Posts and Telegraphs, The 
stock is kept in the office of the Deputy Accountant General, Posts and Tele- 
graphs, Calcutta (Government Security Section), and supplies are made from 
the stock from time to time to the Postal Audit Offices which supply the 
stamps to the Post Offices authorised to hold stock of such stamps (vide 
Article 159 of the Posts and Telegraphs Initial Account Code, Volume 1). The 
supply received from the London Post Office and the issues to the Audit Offices 
are entered m a register in Form No. A. G. P. T.-311, which is placed before the 
Gazetted Officer whenever an entry is made in it. 

187. Indents for British Penny Postage Stamps should be prepared and 
forwarded to the London Post Office through the Director General in December 
and whenever the balance in the stock falls to or below 350 sheets. 

188. As soon as a supply is received, the Presidency Postmaster, Bombay, 
is instructed by the Director General to afford credit in his General Account with 
rfche London Post Office, for the face value of the stamps 

On receipt of the General Account in the Central Office, the amount 
should be adjusted by credit to the head “Account between England and 
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India, etc. ” (the sterling amount being converted at the rate of Rupee 1 =ls. 
6d ) and debit to the head “ Deposits — Penny Postage Stamps ” (the amount 
being converted at the rate of one anna for each penny), the difference between 
the two being adjusted under “ Exchange on Remittance Accounts — Postal 
and Money Order transactions.” 

189. When a supply is made to a Post Office by the Audit Office, an 
intimation of the supply is sent to the Postmaster in Form No A. G. P. T.-313. 
The Postmaster credits the face value of the stamps in the schedule of un- 
classified receipts (vide Article 159 of the Posts and Telegraphs Initial Ac- 
count Code, Volume I).” 

The Audit Office should classify the credit under “Deposits — Penny 
Postage Stamps.” 

Note — When tho stamps ‘‘re sold to tho public, no credit appear in the 1'ost Office accouiita 
as the stamps arts ti'mted (i s [ nt ol i» f * <* hh ^.ijar.ca al the oIllc (»irfa Artmlt Utti of the L J oats 
and Tolc'uiplis Initial Account Code, Volume I). 

1S9-A. In order to watch that credits for the value of the British Penny 
Postage Stamps sup plied bo Lhe Pos^nn^teis are -Inly afforded by them m 
their monthly cjsil accounts, che caf u.-r m L\ffin audit office shuiiu prepjre a 
statement, separately for each Postal Oinsl j showing the total value of the 
stamps supplied to each Postmaster durmg the month and ,-iend it by the 
5th of the month folio wing the month of supply to the Postal Accounts 
Section concerned for verification of the credits and re tarn under the initials 
of tho Gazetted Officer in charge b r the lOLhof blue - uur/oli folio ffiug the month 
of supply. The cashier should vffifn t'c ■ wd un or tin sc b> the 

Postal Accounts Sections and sii’j.mt i lu-a I -i bh? >}h : 1 0 Ae* 1 . m r,U uigo for 

review not later than the 15tli of tae month fallowing tho of inipply. 

Any discrepancy or njii-credils lound as a result uf the vilification should be 
immediately noticed by tho cashier bo the Postmaster concerned. 

190. On th* 4 last day of each inontn, the Stick of British Penny Postage 
Stamps m the Branch Audit Office! should b? verified by die GazoUuri Officer 
concerned with the balance shown m the stock agister winch will be initialled 
by him. At the beginning of every month, each Audit Office should submit 
to the Government Security Section of the Office of the Deputy Accountant 
General, Posts and Telegraphs, Calcutta, a statement in Form A. G P T.-312 
showing the balance of British Penny Postage Stamps of each denomination 
held m Stock upto the end of the previous month with a certificate of verifica- 
tion appended to the statement. 

190-A. In addition to the usual monthly verification {vide Article 190) 
an independent verification of the stock of British Penny Postage Stamps 
in the Branch Audit Offices should also be carried out annually on the 
31st March of each year either by the Deputy Accountant General himself or 
by one of his Gazetted Officers unconnected with the British Penny Postage 
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Stamps work and a certificate to that effect forwarded to the Accountant Gen- 
eral, Posts and Telegraphs, so as to reach his office by the first week of April. 
The office of the Accountant General, Posts and Telegraphs, should watch that 
the certificates are received by the due date. Certificates showing no discre- 
pancies should be filed immediately while those showing discrepancies should 
be filed only after the discrepancies are settled. 

190-B. An independent annual verification of the central stock of the 
British Penny Postage Stamps kept in the office of the Deputy Accountant 
General, Posts and Telegraphs, Calcutta, should be carried out on the 31st 
March of each year, on the lines of the annual verification of the Branch Office 
stock (vide Article 190- A), and a certificate to that effect forwarded to the 
Accountant General, Posts and Telegraphs, by the first week of April. The 
method of scrutiny by the Central Office of the certificates of verification of the 
Branch Office stock applies mutadvs mutandis to the scrutiny of the certificate 
of verification of the Central Stock, vide Article 190- A. 

191. When a charge appears in the accounts of a Post Office on account of 
damaged or useless British Penny Postage Stamps ( mde Article 159 of the 
Posts and Telegraphs Initial Account Code, Volume I), the Audit Office will 
admit it on the authority of the Postmaster General, adjust it to the head 
“Abstract J-V-Miscellaneous Postal Expenses — Losses, etc.” and forward the 
stamps to the Presidency Postmaster, Bombay. 

When credit for the amount as claimed by the Presidency Postmaster 
through his General Account with London appears in the accounts received 
in the Central Office, it should be adjusted to " Abstract B. I. — Pees and Other 
Receipts-— Other Items.” 

INTERNATIONAL REPLY COUPONS. 

192. The stock of these coupons is kept in the office of the Deputy Account- 
ant General, Posts and Telegraphs, Calcutta (Government Security Section). 
Early in March and September each year, a requisition fox the supply of 
International Reply Coupons estimated to last for six months should be forward- 
ed by the Deputy Accountant General to the International Bureau for com- 
pliance Supplementary requisitions marked “ Urgent ” may however be sent 
at any time of the year, if necessary. 

198. On receipt of the stock of coupons, the amount on account of the 
printing charge as intimated by the Bureau should be co mmuni cated to the 
Presidency Postmaster, Bombay, asking him to arrange for payment of the 
amount to the Bureau and charge it in his schedule of unclassified payments. 
This charge should be classified by the Audit Office (Nagpur) to the head 
“ Miscellaneous — Other Charges ” in Abstract J-VI. 

194. The coupons are supplied to Head Post Offices by the Deputy Account- 
ant General, on requisitions received by him direct. A stock register in Form 
No. A. G. P. T.-314 is maintained in the Government Security Section in 
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which, the number of coupons received from the International Bureau and the 
supplies made to Post Offices are noted. The register should be submitted to 
the Gazetted Officer in charge, each time an entry is made in it. Every 
supply to a Postmaster is also intimated m Form No A. G. P T.-315 to the 
Audit Office concerned for verification of the credit of the value of the coupons 
in the cash account. 

194-A. An annual verification of the stock of International Reply 
Coupons held by the Deputy Accountant General, Posts and Telegraphs, 
Calcutta, should be carried out on the 31st March of eaoh year either by the 
Deputy Accountant General himself or by one of his Gazetted officers 
unconnected with the International Reply Coupons work and a certificate to 
that effect forwarded to the Accountant General, Posts and Telegraphs, so as 
to reach his office by the first week of April The office of the Accountant 
General, Posts and Telegraphs should watch that the certificate is received by 
the due date. If the certificate shows no discrepancy it may he filed immedi- 
ately but if any discrepancy is noticed, it should be filed only after the dis- 
crepancy is settled. 

195. When a supply is made to a Post Office, the value of the coupons, at 
the rate of four annas each, is credited in the cash account (vide Article 160 
of the Posts and Telegraphs Initial Account Code, Yolume I). The Audit 
Office should adjust the credit under the head “ Deposits — International Reply 
Coupons issued 

196. When coupons are sold to the public by the Postmaster, no credit 
appears in his accounts, as the amount is treated as part of the cash balance. 
The number of coupons sold every month is, however, shown in the Memoran- 
dum of Reply Coupons at foot of the monthly cash account. From tins the 
Audit Office should calculate the Post Office profit at six pies per coupon sold 
and adjust it to the head <f Fees and Other Receipts — Other Items ” in Abstract 
B.-L, by per contra debit to the head “ International Reply Coupons issued.” 

197. The holder of a coupon is entitled to exchange it for Indian postage 
stamps of the value of three annas and six pies only. The value of coupons 
exchanged m a Post Office is charged in the schedule of unclassified payments. 
The charge should be supported by the coupons themselves as vouchers and 
should be adjusted in the Audit Office under the head ftf Deposits— International 
Reply Coupons exchanged.” 

198. The coupons exchanged are forwarded monthly by the Audit Offices 
to the Government Security Section, with a memorandum m Form No. 
A. G. P. T.-316, showing their number and value. All the coupons exchanged 
in a calendar year are forwarded by the Deputy Accountant General, Posts and 
Telegraphs, Calcutta, to the countries of issue with a statement showing the 
number and value of the coupons. All these statements must he despatched 
by the 15th March of the year following that to which the transactions relate. 

Noth. — The due date of the monthly submission of the Memorandum of International 
Reply Coupons exchanged is the 25th of the next month. 
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199. An annual Account Current in Form No. A, G. P. T.-317 is received 
from and rendered to each Foreign Administration concerned (see Article 
198) showing (a) the number and value of coupons at 371 cents per coupon 
issued by the Administration and exchanged by India, (b) the number and 
value of coupons issued by India and exchanged by the Administration, and (o) 
the difference between the values shown under (u) and (6). This difference, 
represents the amount payable either by or to fndiu which is adjusted general- 
ly by cash remittance. 

Noie — Tho diUeieiico zs in, favour uf or against Tndz.', ncuoidipg as (a) is greater or less than 

( 6 ). 


200. When the amount is payable by India, the Presidency Postmaster 
Bombay, should l e advised of the amount- and ashed to make arrangement for 
payment. When the amount is payable to India, a bank draft is received 
which should be sent to the Presidency Postniash ?, Calcutta, for encashment 
and cicdit in Ins accounts. In the case of remittance from India,, the charge 
should be debited to the h*-«id “ jjeposils — International Reply Coupons 
issued ”, and when the renutfcanco is in favour of India, the credit should be 
taken to ukj head “ Deposits — In ter national Reply Coupons exchanged." 

When, however, the difforonce does not exceed 25 francs (100 cents =* 

I franc), the debtor Administration is exempted from payment. Tim balance 
in such eases being a lo.-is or gain to India, should be adjusted by debiting the 
head Misc dlanenus — other charges *’ or crediting the head “ Fee** and Other 
Receipts- -Ooher Items '* by p j r mnlm credit to the head k * International Reply 
Coupons exchanged 55 or debit to the head €t International Reply Coupons 
issued.” 

201. A.i regards tho number of coupons common to both (a) and (ft) referred 
to in Article 199, their value at three aimao and six pies per coupon should be 
adjusted by a transfer entyy r! Siting the head “ International Reply Coupons 
issued " ai d crediting International Reply Coapons exchanged ? \ A similar 
adjustment should also be made m respect of coupons which are both sold and 
exchanged m India. 

202. Spoilt Reply Coupons received, should be destroyed in the presence of 
the Gazetted Officer in charge of the Government Security Section and noted 
in the stock register as such. The postmaster should either be authorised to 
write off the value of the coupons by a charge in the schedule of unclassified 
payments or should be supplied with fresh coupons of equal value to replace 
the stock. When the amount is written off, the Branch Audit Office concerned 
should be instructed to debit the amount by deduction from the credit under 

Internationl Reply Coupons issued. 15 When a fresh supply is made in lieu 
of the spoilt coupons no adjustment is necessary. 

Note. — Ml such cases should be reported to the Head of the Circle concerned. 
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IMPERIAL REPLY COUPONS. 

203. Imperial Reply Coupons are obtained on requisition from the London 
Post Office. The procedure to be observed m connection with the custody, 
stock, supply, sale, verification of stock, etc., of these coupons is the same as 
that for International Reply Coupons, (See Article 161 of the Posts and Tele- 
graphs Initial Account Code, Volume I). 

204. When a supply is made to a Post Office, the value of the Imperial 
Reply Coupons, at the rate of two annas and six pies each, is credited in the 
Cash Account ( vide Article 161 of the Posts and Telegraphs Initial Account 
Code, Volume I). The Audit Office should adjust the credit under the head 
“ Deposits — Imperial Reply Coupons.” 

When the Coupons are sold to the public by the Postmaster, no credit 
appears in his accounts. The number of coupons sold every month is indicated 
in the Memorandum of Reply Coupons at foot of the monthly cash 
account and necessary adjustment is made in the Audit Offices by debit to 
the head “ Deposits — Imperial Reply Coupons " and credit to the head 
“ Abstract B-I — Fees and other receipts — other items ” The balance under 
the debt head represents the value of the coupons held in stock m the Post 
Offices and is verified at the end of each year by the An bt Offices be reference 
to the number of coupons m stock m the Post Offices as unhealed in the cash 
balance report. The coupons exchanged by the Port Offices are charged 
to the head ** Abstract B-I — Fees and other receipts — other items ” when the 
charge appears in the schedule of unclassified payments of the Post Offices. 

205. No settlement of claims with foreign countries in respect of 
Imperial Reply Coupons is to be made except in the case of the Irish Free 
State where the coupons are exchanged and not issued. For accounting 
purposes, the coupons exchanged m the Insli Free State are bullied with Inter- 
national Reply Coupons. 
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General Principles. 


206. To facilitate the investment of small amounts, the Government of 
India have instituted a series of Postal Cash Certificates having face values of 
Es. 10, 20, 50, 100, 500 and 1,CC0 which can be purchased at all Post Offices 
doing Savings Bank business for amounts fixed by tie Government of India 
from time to time. The certificates are redeemable on presentation, but if 
redeemed within one year of purchase, only the purchase price is payable by 
Government. After one year, the redemption value increases through accumu- 
lation of interest with the expiry of every 3 complete months and reaches the 
face value at the end of 5 years from the date of purchase. 

Note. — Gabh Certificates issued prior to the 3rd April 1929 maybe retained for a further 
period of five years after the date of original maturity at varying rates of interest as proscribed 
in Post and Telegraph Guide. 

( 85 ) 
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207. The rules governing the issue and discharge of Cash Certificates are 
contained in the “ Post Office 5-year Cash Certificate Rules ” issued by the 
Government of India. Rules prescribing the procedure to be followed in Post 
Offices m dealing with cash certificates, as also the rules and instructions 
issued by the Auditor General, for the accounts to be maintained by Post 
Offices and to bo rendered by them to the Audit Offices will be found in Chapter 
£ of the Posts and Telegraphs Manual, Volume VI. 

208. Weekly journals of Cash certificates issued and discharged, are 
received in the Audit Ofifice from the Post Office, the journal of discharges 
being supported by the ceitificates themselves. The amounts of these journals 
representing the receipts from the sale of cash certificates and the payments 
made on their redemption are also included in the monthly cash accounts 
submitted to the Audit Office. The procedure followed in tie audit of these 
accounts and of the discharged certificates is described in this chapter. 

209. The mam check in the Audit Office is conducted through a Stock 
and Issue Register of Cash Certificates which is maintained in Form A. G. P. T.- 
323. One Register should be used for each Head Post Office and for each 
denomination of all series. In it is entered, from the Post Office issue Journal 
against the number of the Cash Certificate, the week (month ; year) of issue 
of each certificate. Similarly when a Cash Certificate is discharged and received 
m the Audit Office, the interest included in the amount paid to the holder is 
checked with reference to the dates of issue and discharge as noted on the 
certificate and the week (month; year) of discharge is noted in the stock 
and issue register against the number of the Gash Certificate m the Column 
provided for the purpose. The total amounts of issues and discharges are 
verified each month with the figures in the Detail Book, mde, Article 247. 

209-A. The outstanding credit under the head “ Post Office 5-year Cash 
Certificates ” which is kept open in the books for 13 financial years for each 
series will thereafter lapse to Government and be transferred to Government, 
through the Exchange Account with the Accountant General, Central Revenues. 
Tliis arrangement does not preclude the subsequent payments should claims 
arise. 


Sectional arrangements, distribution of Worh, etc . 

210. The* Cash Certificate section of each Audit Office is divided into the 
following groups. : — 

(1) Audit groups. 

(2) Accounting group. 

(3) Miscellaneous group. 

(1) Each of the Audit groups is entrusted with the audit of journals of 
_ Cash Certificates issued and discharged, Posting in Stock and Issue Registers, 
Proving, Issuing objections, etc., and other miscellaneous work mainly con- 
nected with audit. 
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(2) The auditor will be generally responsible for the work of the item 
workers in his group. He will distribute m consultation with the Accountant, 
the journals of Cash Certificates issued and discharged and other 
returns evenly among the item workers in the group and see that the 
work turned out daily by each item-worker does not fall below the prescribed 
rate per man. He will check every item m the objection statement or half 
marginal reference prepared by the item-worker with the original documents, 
initial them and submit the objection statement or half marginal reference 
to the Accountant who will pass the half marginal reference and submit 
the objection statement to the Gazetted Officer, He will receive the inward 
letters and replies to the objection statements and half-marginal r< ferences 
and deal with all correspondence relating to his group He will see that the 
stock and Issue Registers are properly maintained and that the journals 
and invoices arc properly filed by the item-workers. He will also check the 
postings and audit of at least 10 transactions every day, the entries m the 
registers, lists and vouchers being initialled by him. Initials should always be 
dated. The result of his review should be noted m a diary (A. G. P. T.— 444) 
which should he submitted daily to the Accountant and weekly to the Gazetted 
Officer. 


Revie/ivers . 

(6) As soon as the audit of the weekly journals have been completed, 
at least 10% of the offices should be subjected to a cent per cent review ex- 
tending to all stages of work including Proving, Classification, etc. The 
result of the review done by the Reviewers, should be noted in the Diary in 
Form No. A. G. P. T.-444 which should be submitted daily to the Accountant 
and weekly to the Gazetted Officer-in-cliarge. 

The Reviewer shoidd also assist the Auditor generally. 

(2) The Accounting group is entrusted with the following duties and will 
be in charge of an Auditor : — 

(a) Posting and preparation of the Circle Balance Sheets, 

(b) Preparation of all statistics and interest liability statement, 

* (c) Preparation of all periodical statements in respect of Cash Certifi- 

cates, 

(d) Maintenance of Remittance register, 

(e) All adjustments relating to transfer transactions and reconciliation 

with Detail Book figures. 

(3) The Miscellaneous group consists of auditor or auditors who are in- 
dependent of each other. Each auditor is entrusted with one or more items 
of work mentioned below: — 

o 

Issue of declarations, warrants of payment on Safe Custody acknow- 
ledgments, maintenance of objection book, etc. 
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When a Cash Certificate is requisitioned for (vide Article 77 of the Posts 
and Telegraphs Initial Account Code, Volume I), a check slip inform A. G. P. T.- 
3 19- A showing the particulars of the Cash Certificate as well as the number 
and date of the letter with which it is sent, will be prepared, signed by the 
Auditor in charge and placed in the bundle. The particulars of the certifi- 
cate will also be entered in a register (Form No. A. G. P. T.-319) and the 
date of despatch and receipt of the certificate noted therein. The register 
should be reviewed monthly by the Accountant. 

211. The Accountant will see that the Auditors perform their duties 
properly. He should review the accounts of at least two offices every month 
with a view to see that the reviewers have done their work properly and also 
test-check 10% of the classification slips He should also examine the different 
kinds of work done in the section and note in his diary (Form No A. G. P. T.- 
444) the result of the examination and the mistakes found, and submit it to 
the Gazetted Officer weekly. 

Note. — In the case of the Hadras Audit office where there is no Accountant for the Cash- 
Certificate Section, tho review should be done by the Auditor-in- charge of the Section. 

Due dates. 

212. The following due dates should be observed for the completion 
of the several items of work (including issue of objection statements and audit 
memoranda) : — 

Weeks. 

"1st week — 25th of the month. 

(а) Audit and postmg of Cash J 2nd week — 30th of the month. 

Certificate Journals. ] 3rd week — 5th of the following month. 

|^4th week — 11th of the following month- 

(б) Proof of postmg. 20th of the following month. 

(c) Preparation of classification 17th of the following month. 

slips. 

( d ) Completion of posting of Re- 25th of the following month. 

gistexs of issues and Dischar- 
ges' (Forms Nos. A*. G. P. T.- 
337 and 338). 

(e) Agreement of the proof sheets 5th of the 2nd month following. 

with the figures m Forms A. 

G. P. T.-337 and 338. 

(/) Preparation of the Circle 10th of the 2nd month following- 

Balance sheet (Form No. A. 

G. P. T.-339) and agreement 
of broad sheet of balances. 

(Jr) Annual verification of 31st October, 
balances. 
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Progress Report. 

213. The statement (Form No. A. G. P. T.-320) on the state of work of 
each member of the section should be prepared by the auditors concerned, 
reviewed by the Accountant daily and submitted every Monday to the 
Gazetted Officer m charge with such comments as the Accountant may think 
necessary. 

214. Nil. 


Accounts submitted by Post offices. 

215. As laid down in Chapter 9 of the Posts and Telegraphs Manual, Volume 
VI, each Head Post Office sends the following documents duly entered in a 
Cash Certificate Voucher list (Form C. C. 31~A) to the Audit Office, on the 
dates mentioned therein : — 

(a) Weekly Journals of Cash Certificates issued (sold) and delivered 

to investors — Forms C. C. 18 and 18 (S). 

(b) Weekly Journals of Cash Certificates discharged (Paid) — Forms 

C. C. 19 and 19 (S). 

(o) Weekly Journals of discharges (i.e , repayments) of cash certificates 
in Safe Custody [Forms C. C. 19 and 19 (S), with headings 
suitably altered]. 

(d) Weekly summaries of Cash Certificates — issued and discharged 
(Forms 0. C. 30 and 31). 

Note 1. — Journals similar to (a), ( b ) and (c), are also sent by each Sub-Post Office through 
its Head Office. 

Note 2. — A separate Journal is required for each denomination of Gash Certificates issued 
and discharged. 

Note 3. — Immediately on receipt, the bundles should be carefully examined by a senior 
auditor at the discretion of the Accountant, to see whether all the returns and Vouchers 
mentioned m the Voucher list (Form C C. 31-A) have been received correctly. If there is any 
discrepancy, it should be brought to the notice of the Postmaster concerned and settled as early* 
as possible. 

216. Ntl 

Verification of credits and debits on account of Cash Certificates issued and dis- 
charged with the figures in the Cash Account. 

217. As soon as the monthly Cash Accounts are received from the Post 
Offices, the Postal Accounts Section will compile a statement in Form A. G. P. T.- 
322 showing the amounts credited and debited therein on account of sales 
and discharges (Principal and Interest) of Cash Certificates, respectively, and 
send it by the 5th of every month to the Cash Certificate section where the 
figures will be compared with the amounts shown in the last week’s summaries 
of issues and discharges and steps should be taken to settle or ad]ust discre* 
pancies, if any (see Articles 247 and 265). 

M1IP&T 
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Examination o£ Summaries. 

218- The weekly summaries of Cash Certificates issued and discharged 
(forms C. C. 30 and 31) received with the weekly accounts should "be carefully 
checked by the item-workers with the weekly journals of Cush Certificates 
issued and discharged. Summaries for the last week of the month should, 
after check, be made over to the Auditor for posting in the Abstract of Cash 
Certificates issued and discharged (Form No. A.^G. P. T.-337) in respect 
of issues and m the Register of Discharges (Form No. A. G. P. T.-338) m respect 
of discharges, vide Articles 241-A and 241-E. 

Audit of Journals of Cash Certificates issued. 

219- In auditing the Issue Journals, it should be seen that * — 

(i) each item in the Journal has an entry number against it, and that 

these entry numbers run in a consecutive series for each deno- 
mination each month , so that the quotation of the entry number 
and month will at once enable any issue to be traced ; 

(ii) the serial letters are always clearly shown before the serial number '* 

(Hi) the issue price has been realised at the prescribed rates ; 

(iv) the totals are correct ; 

(v) the irregularities regarding purchase in excess of the proscribed 

limit, namely Rs. 10,000, when noticed are pointed out ; and 

(vi) the irregularities in connection with the use of the proper form, 

when detected, are pointed out. 

Any omission or discrepancy should be noted and entered either in an 
Objection Statement or in a Half-margin Memorandum (see Article 257). 

Audit of Journals of Cash Certificates discharged. 

220. The weekly Journals of discharges (Torres C. C. 19 and 19 (8)] should 
be examined to see : — * 

(i) that all the particulars required by the form are given ; 

(ii) that the entry numbers run in a consecutive series for each month ; 

(lii) that each entry is supported by a paid (discharged) Cash Certifi- 
cate or Safe Custody receipt ; if any voucher is wanting it should 
be called for, a check slip in form No. A. G. P. T.-319-A being 
prepared and kept m the proper place ; 

(iv) that the amount shown in the column for " Interest ” is correct 
with reference to the dates of issue and discharge of the certi- 
ficate ; and 
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(v) that the totals of the journals are correct. 

Noth. — If a discharged certificate is not received with the list, it should be called for through 
an objection statement 

221. In auditing a discharged cash certificate it should be seen : — 

(a) that the payment has been made to the person whose name is 
shown in the certificate ; 

(£>) that the certificate is receipted by the payee for the amount includ- 
ing interest 3 if any, received by him and that his signature on 
the reverse of the certificate is dated ; 

Note 1. — In the ca^e of Cash Certificates issued m joint names, it should be seen that the 
provisions of the Cash Certificate Rules Lave been fulfilled 

Note 2. — It should he aeron that a corfcil ic.it e as required by Ruin 551 (b) of the Po^ts and 
Telegraphs Manual, Volume VI, is furnished in the cese of Cash Ceitilicates standing m the 
name of secretaries, etc , of Funds in their oftiurl capacities* 

(c) that, m cases in which the amounts acknowledged by the holders 

and signatures are in vernacular, the amounts and the signatures 
have been transliterated into English ; 

Note. — It Bhould bo seen that all the outlies on the reverse of the Cash Certificate which aw 
not written m English or Bengali so far as Post offices withm the jurisdiction of Calcutta Audit 
Office are concerned, have been carefully ti ansi iterated into English. 

(d) that the Cash Certificate is impressed with the round and oblong 

money order stamp. If, however, an omission is detected, the 
Postmaster should he asked to write the word “ Discharged ” 
in red ink across it, over his signature with date ; 

(e) that when a Cash Certificate is discharged at an office other than 

that at which it is registered, the requirements of the Post Office 
Cash Certificate rules have been complied with ; 

Note. — In the case of Declarations issued bv the Audit Office, it should be seen that they 
have been paid o lly after veri ication by t l ie o lice ' r * * ‘ ' 'see exception below note 3 of 
paragraph 4 in rule 557 of Posts and Telegraphs * ■ * VT). 

(f) that in the case of a deceased investor, proper sanction for payment 

has been received 

(g) that in the case of a minor holder proper sanction to the payment 

has been received ; 

(A) that when a minor’s holding has been paid at an office other than 
the office of registration, the cash certificate has been pre- 
verified by the latter office. If an omission is detected in this 
respect the Cash Certificate should be got verified by the office 
of registration. 

(i) that when payment is received by the minor himself the word “ ex- 
minor” is written below h is signature on the reverse of the 
Cash Certificate under the initials of the Postmaster ; 


g2 
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(j) that payments of Cash Certificates purchased in the name of a teacher 
out of the amount at his credit in the Teacher’s Provi- 
dent Fund Account, has been made only to the person autho- 
rised by the Local Government or administrator controlling 
the fund ; 

(Jc) that when the value of a discharged Cash Certificate is paid to a 
person authorised by the holder a letter of authority is furnish- 
ed along with the discharged Cash Certificate and that the 
signature of the messenger also is obtained on the reverse of the 
Cash Certificate. 

Any discrepancies or omissions in any of these respects should he noticed 
either through an objection statement or through a half-marginal memorandum. 
A check slip m Form A. G. P T.-319-A should be prepared and kept in 
the proper place wben a discharged Cash Certificate is sent to a disbursing 
officer for removal of any irregularity noticed therein. 

STote. As the discharge of Cash Certificates at an office other than the office of issue has to 
be posted, in the Issue and Stock rogi ter of the olhee of issue, the discharged certificate should 
be tiled with the discharged list of the office of issue for the week of discharge. 

Stock and Issue Register o£ Cash Certificates. 

222. As prescribed in Article 209 the Audit office should maintain a set 
of registers in Form No. A. G. P. T -323 for each denomination of all series, 
for each Head Post Office to record the supply, sale and redemption of the 
certificates. One register in each Bet should be set apart for each denomination 
of Cash Certificates and the pages in each register should be numbered and 
provided with and Index in Form No. A. G. P. T.-324 to show the pages in 
which each series of Cash Certificates has been entered. 

223. Blank Cash Certificates are supplied to Post Offices by the Postal 
Stock Depots and an original copy of the invoice (Form No. C. C -13) super- 
scribed Cf checked, duplicate on record ” under the Postmaster’s signature for 
each supply is sent to the Audit office. On receipt of the original copy 
the serial number of each Cash Certificate entered in the invoice should he 
separately entered in the proper column of the Stock and Issue Register for 
the particular denomination, one line should he reserved for each number 
and care should be taken that the numbers are entered serially for each 
denomination. When the invoice has been completely posted in this maimer, 
the word f Posted 5 should be entered on it over the dated signature of the 
poster and the invoioe pasted into a guard file, a separate file being maintained 
for each Head Post Office. The postings of invoices in the Issue Registers should 
be attested by the Accountant. Similarly when invoices of cash certificates 
returned to Postal Stock Depots are received from the Post offices with the 
necessary Certificate as required by Rule 532 (6), of Posts and Telegraphs 
Manual — Volume VI , the numbers in the stock and issue registers should he 
neatly scored out in red ink by the poster and attested by the Accountant. 
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224. After the Journals of Cash. Certificates issued have been completely 
checked as prescribed in Article 219, the number of the week, the month 
(abbreviation) and the year m which each Cash Certificate was sold will be 
stamped or written in ink in columns 2 and 6 of the Stock and Issue Regis- 
ter against the entry of the number of the Cash Certificate. 

225. After the discharged Cash Certificates have been checked as described 
in Article 221, they should be serially arranged. The date of discharge (week, 
month and year) should then be posted in the register, as m the case of r Issues f 
in columns 3 and 7. 

At the time of posting of Discharges in the Stock and Issue Register, 
the date of issue as shown in the discharged Cash Certificate should be compared 
with the week of issue as entered m the register. The office of 
payment should be noted m the Register in the case of Gash Certificates dis- 
charged at an office other than that of issue. 

226. On completion of posting of an issue or discharge journal in the Stock 
and Issue Register, the poster will write the words “ Posted by (name of the 
poster) ” on the last sheet of the journal signing the entry and dating his 
signature. Any discrepancy between the serial numbers of Cash Certificates 
taken up for postmg and those entered in the Stock and Issue Register will 
be reported in a half-margin memorandum. 

Note. — As the Stock and Issue Registers are very important records, it is essential that 
entries of paiticulars should bo carefully made. Any corrections to the entries m the Registers 
should be attested by the Accountant. 


Proof of Posting. 


227. After the issues and discharges for a month have been posted in the 
Stock and Issue Registers, the total number of issues and discharges as 
posted on each page should be counted and the number entered in the Proof 
Sheet (Form No. A. G. P. T.-321) in appropriate columns. After the numbers 
of issues and discharges of all the pages have been entered in the Proof Sheets, 
they should be totalled and the totals agreed with the figures of issues and 
discharges shown m the registers in Forms A. G. P. T.-337 and 338 respectively 
for the month. To facilitate the agreement the details should be worked out 
in Foim A. G. P. T.-321-A. The Proof Sheet should then be handed over to the 
Rev.ev> ei for Te\iew in respect of these offices that arj reviewed by him. The rest 
should be placed before tiie Accountant who should test-check 10 per cent, of 
the entries at random from the Stock and Issue Registers. Irregularities dis- 
covered in the review should be noted in the Diary (see Articles 210 and 211). 
Similar check should also be exercised in the case of safe custody transactions 
(mde Article 236). 

228. 

229. >Cancelled . 

230. J 
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Discharge of Sal3 Custody Acknowledgments. 

281. Cash Certificates cannot with effect from the 1st June 1924 be 
tendered for safe custody with the Accountant General, Posts and Telegraphs. 
The procedure for discharge of a cash certificate kept in safe custody before 
that date is given in Articles 231- A — 236. 

231-A, On receipt of a safe custody acknowledgment together with an 
application for its discharge, the application should be carefully examined 
and if it is in order, the acknowledgment should he traced into the Register 
of Acknowledgments issued in order to verify that it is genuine and that no 
payment order for the same investment has been previously issued. 

2SS. A payment order should then he endorsed on the acknowledgment 
if it is in order showing the amounts of principal and interest payable as calcu- 
lated from the date of investment. The date of pre-audit should also be noted 
in the Register of Acknowledgments. 

233. The payment order thus endorsed should then be checked with the 
entries in the register by the Accountant and submitted to the Gazetted Officer 
who, after necessary examination, will sign the payment orders and initial 
the register. 

The acknowledgments together with the application should then be sent 
to the Postmaster through the Home Audit Office of the paying Post Office, 
in case it is situated in the jurisdiction of some other Audit Office, for payment 
with a forwarding letter m Form No. A. G. P. T.-326 which will he returned 
by the Postmaster with his reply. 

234. When a safe Custody acknowledgment is discharged its number 
and value will automatically enter into the accounts. 

235. Postmasters send weekly journals showing full particulars of 
the payments of Safe Custody acknowledgments. They are distinctly 
marked Discharged from Safe Custody These Journals should be audited 
in the manner prescribed in Articles 220 and 221. The amounts shown in the 
money column should be agreed with those stated in the payment order (see 
Article 232). The date of payment of each acknowledgment must then he 
recorded against the entry of its issue in the Register of Acknowledgments 
issued. The paid acknowledgments should be filed along with the discharged 
cash certificates. 


Monthly verification of Safe Custcdy figures. 

236. When the transactions for a month relating to all Head Offices have 
been completely entered in the Register of Acknowledgments, the nominal 
'value of Safe Custody acknowledgments discharged during the month should 
be agreed with that shown in the Balance Sheets. 
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Transfers of Cash Certificates and Declaration in lien of lost Cash Certificates 

between different persons. 

287. When, a Cash Certificate is transferred from one person to another, 
the Head Postmaster issues in the name of the transferee a fresh certificate 
bearing the same date of maturity as that of the original certificate which, 
with the endorsement of the original holder on its reverse, is sent to the Audit 
Office {vide Rule 562 of the Posts and Telegraphs Manual, Volume VI). Suitable 
entries should in such cases, he made against the numbers of both the Cash 
Certificates in the Stock and Issue Register. 

In the case of declarations issued by the Audit office in lieu of a lost cash 
certificate (see Articles 253 to 255) the original declaration received from the 
Postmaster should be cancelled after verification with the entries in the register 
of Declarations and the Stock and Issue Register and fresh declarations 
showing the same date of maturity as that shown on the original declaration 
should be issued in the name of the transferee, suitable note being made 
against the entries in the register of declarations. 

Between different Post Offices, 

238. Information about the transfer of a certificate from one Post Office 
to another will appear in the weekly Journals of issues received in the Audit 
Offioe ( vide Rule 561 of the Posts and Telegraphs Manual, Volume VI). The 
name of the Post Office to which the certificate has been transferred should 
be entered in the &took and Issue Register against the entry of the Cash 
Certificate 


Payment of Cash Certificate in the United Kingdom. 

239, (a) A Post Office cash certificate issued at an Indian Post Office may 
be cashed in the Unitod Kingdom if it has boon enlaced for payment 
at the India Office by the Postmaster of the office in which the certificate is 
registered at the time {vide Rule 563 of ihe Posts and Telegraphs Manual, 
Volume VI). 

(6) When an investor desires to caph at the India Office certificates 
which are in the safe custody oi the Accountant General, Posts and Telegraphs, 
the Audit Office concerned should, on receipt of the acknowledgment together 
with a formal application, authorise the Head Office at its headquarters to 
issue one or more Cash Certificates of the desired denomination, in lieu of the 
acknowlegdment, in the manner prescribed in Rule 564 of the Posts and 
Telegraphs Manual, Volume VI. The application for enfaoement and the safe 
custody acknowledgment will also he sent with the letter of authority to 4 * 
the Postmaster, so that the certificates may be suitably endorsed. 

Note.-— Any certificate enfaced in the manner described above, can be discharged m India 
either personally or through an agent m the ordinary way, the enfaoement notwithstanding 
(vide Rule 665 of the Posts and Telegraphs Manual. Volume VI). 
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240. On receipt of the extracts from the London Account together with 
the paid certificates through the Central Office, the Branch Audit office 
concerned will adjust these items by debiting “ Post Office 5 year Cash 
Certificates ” and crediting the head “ Account between England and India, 
His Majesty’s Indian Government in London — Miscellaneous ,’ 3 the debit 
to cash Certificates being distributed between the detailed heads u Principal ” 
and “ Interest (bonus) ” as in the case of those discharged in India. Conver- 
sion from Sterling to Indian currency should bo made at the rate prescribed 
in Article 120 of the Posts and Telegraphs Account Code the difference being 
credited or debited to “ Exchange on Remittance Accounts 

The paid cash certificates will be dealt with in the same way as those paid 
in India, the month of adjustment in the Audit Office boing considered as 
the month of payment for the preparation of the Balance Sheet. 

Nom — Cash certificates stampod “ cashed at the India Office ” need not be rocoipte by the 
payees on the reverse of the caah certificates as they are not paid by Post Office but by payment 
orders. 


Balance Sheet. 

241. A numerical Balance Sheer showing for each Circle, the total number 
of Cash Certificates sold by Post offices in that Cixclo, but remaining undis- 
charged at the end of each month, relating to each quartor of a year of issue, 
should be maintained in Foirn A. G. P. T.-339. Separate pages should be 
allotted for each official year. The column for issues is posted from the 
Abstract of Issues and discharges (Form No. A.G.P.T.-337) mentioned in 
Article 241-A and the discharges are posted from the Classified abstract of dis- 
charged Cash Certificates (Form A. G. P. T.-339-B.) referred to in Article 243. 

To ensure that the postings in Balance sheet are correctly made, a Broad- 
sheet should be maintained in addition, according to series of issues. The 
opening balances at the commencement of each year and the monthly issue 
and discharges according to scries of issues are to be posted therein from the 
Proof sheets (Foim A. G. P. T -321) and an agreement effected monthly with 
the figures shown in the Circle Balance sheet. As the figures shown in the 
latter are according to years of issues, the numbers shown against different 
years of issue under one series, are to be added together to effect an agreement 
with the figures shown in the Broadsheet. 

Register of Abstract of Issues and discharges. 

241-A. To facilitate consolidation of Cash Certificates issued and dis- 
charged in a Circle, Abstracts and Registers in Forms A, G. P. T.-337 and 33& 
are maintained as explained below: — 

Issues arc posted in the Abstract in Form A. G. P. T.-337 from the audited 
summaries for the last week of the month and the “ dis- 
charges 93 are posted from the “Register of discharges 33 in Form A, 
G. P. T.-338 as explained in Article 241-B. The total of the 
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figures thus arrived at represents the issues and discharges for the 
whole Circle for the month A reconciliation should be effected 
between these figures and those shown in the Detail Book (see 
Article 247). 

Register ol Discharges. 

841 -B. As Cash Certificates are sometimes discharged in an office different 
from that of issue or registration, the journals of discharges of one offico may 
include payments of certificates originally purchased at another office. 
Adjustment must therefore bo made so that the entries of discharges for each 
Head Office may eventually ralate only to Cash Certificates sold at it These 
adjustments will consist in deducting from the total, unrfrr the head <e dis- 
charges in tho last week’s summary the total' i of amounts paid on account 
of certificates originally issued by other cfficos oitheT in the jurisdiction of 
the same Audit Offico or in that of Foreign Audit 0 c.es and adding to it 
the amount of Cash Certificates received in tranr.Lr from other offices. Tho 
not total arrived at, represents the number and amount of Cash Certificates 
discharged on account of its own issues. 

241 -C. If the offices of issue and payment are all in the same Postal Circle, 
the amounts deducted from the total discharges of the paying office will 
he added to the discharges under the several issuing offices the sum of the 
minus entries being equal to the sum of the plus entries. 

Each such adjustment should be noted in Form A. G. P. T.-338 hut- 
no transfer entry will he necessary. 

241 -D. If the offices of issue and payment are situated in different Postal 3 
Circles but under the same Audit Office, a transfer entry debiting and crediting 
the respective circles should he made, which will appear m the Detail Eooks 
of the respective Circles through the head ee Cash Certificate Remittances 
(same Audit Office) 

241 -E. If the paying Post Office is m a different Audit Circle from that o^ 
the Post Office that issued the certificate, the debit m the accounts of the paying 
Office should be passed on to the Audit Officer of the issuing office, by crediting 
the head Payments of Cash Certificates” (deduct from debit) and debiting 
Cash Certificate Remittance (other Audit Offices) The Remittance clerk 
will check the Advices of transfer, post the Cash Certificates in the Transfer 
Registers concerned and hand them over to the item-workers who should audit 
and deal with them m accordance with the rules relating to audit of Discharged 
Cash Certificates. The month of adjustment should be posted in the Column 
Discharges in the Stock and Issue Register with the particulars of the 
Advice of Transfer m the Remarks Column. 

241 -F. Separate Registers showing particulars of discharged Cash Certifi- 
cates transferred from one office to another in the same Circle or in different, 
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Circles under the same Audit office or in different Audit Circles should be 
maintained in Form A. G. P. T.-328. The registers should be reviewed 
monthly by the Accountant and submitted to the Gazetted Officer for inspect 
tion. 

241 -G. In cases where fresh Cash Certificates axe issued in lieu of Cash 
Certificates issued in another Audit Circle, the Audit Office in whose jurisdiction 
fresh cash certificates are issued should send the cancelled certificates to the 
Audit Office in which they were originally issued and call for the transfer of 
the credit. The latter office after making a scrutiny of the cancelled certificates 
and a note of cancellation against the relevant entries in the Stock and Issue 
Register, should transfer the credit and retain the cancelled certificates. The 
Audit Office receiving the credit, i.e , the Audit Office which has issued fresh 
Cash Certificates should also make a note of the cancellation of the original 
Cash Certificates against the entries relating to the fresh certificates in the Issue 
Register, For reconciliation purposes, the liability as to the year of issue, 
of the fresh Cash Certificate should be considered as for the year of original 
issue and not for the year in which the credit has been transferred and accounted 
for ; when the credits are transferred, the new certificates should be marked off 
distinctively in the Issue Registers and when calculating the total outstanding 
of the year, the total of such Cash Certificates should be distributed to the various 
years of issue of the original Cash Certificates which they have replaced. 

Partial discharge of Cash Certificates. 

241 -H. The procedure followed in audit in posting and proving of partially 
discharged Cash Certificates is the same as the one followed in the case of Cash 
Certificates discharged in full. The correctness of the Principal and interest 
paid for the portion of the nominal value discharged is checked- It is also seen 
whether Cash Certificates of the same old issue are issued for the balance. While 
posting the date of discharge in the Stock and Issue Register, a note should be 
made in the remarks column against the Cash Certificate partially discharged, 
thus : — 

Partially discharged for Rs Cash 

Certificate Nos issued in lieu of the undischarged value. 

For purposes of posting in Forms A. G. P. T.-337 to 339-B., the partially dis- 
charged Cash Certificate should he treated as though it was fully discharged 
hut as the money value of tho Cash Certificates noted in the Abstract and 
Register in Forms Nos. A.G.P.T.-337 and A. G.P.T.-338 will not agree with the 
total amount of discharges as noted in the money columns of the same Abstract 
and Register, a suitable note explaining the difference as due to partial discharge 
should be made in the Register against the names of Post Offices concerned. 
A similar procedure is followed in preparing classification slips in Form 
No. A. G. P. T.-339-A. The fresh Cash Certificates issued are all collected 
logether in the “Issue side” of Form No. A. G. P. T. : 337 for the whole Circle 
without showing money values in the money column, ci'issified according to the 
several quarters and years of issue and posted in the (yrcle Balance sheet. The 
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Cash Certificates issued axe shown as plus entries against the quarter under the 
denomination concerned. The money value of the balance of the undischarged 
Cash Certificates shown in the Balance Sheet will thus agTee every month with 
the balances shown in the Broadsheet. No account adjustment is made on 
this account unless the Cash Certificate is discharged in a Circle other than the 
Circle of its issue in which case the credit in respect of the undischarged por- 
tion, is transferred through the head ‘ 1 Cash Certificate Remittances” to the 
Circle in which the Cash Certificate is partially discharged (See Article 241 -G.). 

Exchange of Cash Certificates of lower denomination for Cash Certificates of 
higher denomination and vice versa. 

241-J. It should he seen in audit whether Cash Certificates of the same 
series are issued as those of exchanged and whether the nominal value of the 
Cash Certificates issued in exchange is exactly equal to the nominal value of the 
Cash Certificates exchanged Suitable notes of cancellation of old Cash Certifi- 
cates and issue of fresh Cash Certificates should be kept in the Issue Registers 
against the respective serial numbers. Such transactions should be 
collected together in Form A. G. P. T.-337 for the whole Circle by means of 
plus and minus entries, i e , cor tif cates exchanged are shown as minus entry 
against the quarter under the denomination concerned and the Cash Certif cates 
issued are shown as a plus entry against the quarter under the denomination 
concerned. 

The net result of the above transactions as worked out in Form 
A. G. P. T.-337 for the whole Circle is then posted in the Circle Balance Sheet. 
No account adjustment is made in the Detail Book. 

Classification of discharged Cash Certificates accoiding to years ard quarters of 
issue and the preparation of the classified abetiact of Cash Certificates 
discharged. 

243. After the discharged Cash Certificates of an office relating to a month 
have all been posted in the Stock and Issue Registers, they should he sorted 
by denominations firstly according to years of issue and then arranging them 
according to quarter of issue of each year of issue. The number of Cash 
Certificates discharged shou ] d then be entered m a slip in Form A. G. P. T.- 
339-A and the total number shown m the slip under each denomination should be 
agreed with the number of Cash Certificates arrived at by actual count and also 
with the number shown in column cc net total ” in the register of Cash Certifi- 
cates discharged (Form A. G. P. T.-338). The slip should be initialled by the 
item-worker and handed over to the Auditor who should also agree the totals 
with the figures shown in the Abstract of Cash Certificates issued and dis- 
charged (Form A. G. P. T.-337). The Auditor/Reviewer will test-check the 
classifications made by the item-workers 

Note — Cash Certificates that have matured ( i.e , completed ID years' period from the date 
of iBBue) bofore the curront year, need not bo classified according to quarters of issue as they coase 
to earn interest any further. 
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348. When all the slips have been received from the Auditors of groups 
duly checked, they should be arranged in alphabetical order of the Post Offices 
in each Circle by the Balance sheet clerk, who should post these figures in the 
Register m Form A. G. P. T.-339-B so as to facilitate the postings m the Circle 
Balance sheet. 

241."] 

245. }Nil. 

245.J 

Rooor.ciliaticn with Detail Book. 

247. A register should be maintained for each Postal Circle m Form 
No. A G. P. T -329 for effecting an agreement between the amounts of cash 
certificates issued and discharged as booked in the Circle Detail Books and those 
compiled from the journals of issues and discharges. The latter should be 
posted from the Register in Form A G. P. T.-339. As regards the former, the 
Postal Accounts Section should send to the Cash Certificate Section, as soon as 
the accounts of a month have been closed, a statement showing for each circle, 
the total amounts of issues and discharges and interest and the additions and 
deductions resulting from transfer entries. The difference, if any, between 
the two, sets of figures should he clearly explained m the last column of the 
register which should be reviewed by the Accountant and submitted to Gazetted 
Officer every month. 

248. At the end of the year, after the accounts for March Final have been 
closed, a certificate in the following form should be furnished to the Deputy 
Accountant General, Posts and Telegraphs, Calcutta (Government Security 
Section) : — 

“Statement of balances under the head * Post Office 5-year Cash 
Certificates’ for Circle for the year 

(1) Opening balance. 

(2) Cost of Cash certificates issued during the yeaT (as per Detail Book). 

(3) Total of (1) (2). 

(4) Cost of Cash Certificates discharged during the year (as per Detail 

Book). 

(5) Closing Balance. 

Certified that the closing balance as shown above has been verified with 
the balances shown in the Circle Balance Sheets *\ 

249. The Deputy Accountant General, Posts and Telegraphs, Calcutta 
(Government Security Section), should, after check, consolidate the figures 
for the whole of India and send a copy to the Accountant General, Posts and 
Telegraphs, for agreement with the General Abstract. 

Note* — A djustments made in journal entries under the head “ Post Offico 6-year Cash 
Certificates * ’ should be communicated to the Accountant General thr ough revised statements. 



101 


Chap. 4.] 


OASH CERTIFICATES. [249-A— 251-A 


249-A. After the accounts for March Final have been closed, an annual 
report on the issue and discharge of Post Office 5-Year Cash Certificates together 
'with a statement showing details as to number and value of Cash Certificates 
issued and discharged in each Postal Circle separately for each denomination 
should be furnished to the Deputy Accountant General, Posts and Telegraphs, 
Calcutta (Government Security Section). In the report the general results 
of the Cash Certificate operations during the year as compared with those of the 
preceding year should be reviewed briefly and any other information which may 
appear to be interesting and relevant should also be given. 

249-B. The Deputy Accountant General, Posts and Telegraphs, Calcutta, 
should after check, consolidate the figures for the department and communicate 
them to the Central Office by the 15th August 

The Book Section of the Central Office should send it to the Director 
General of Posts and Telegraphs along with the statement showing the Savings 
Bank and Government Security transactions on the 20th August each year 
with comments on the general position of the various kinds of investments made 
through the Post Office 


Annual Verification oi Balance. 

250. An annual verification is undertaken to prove that all the transactions 
of the Head Post Offices in a Circle during the year have been correctly taken 
into the Stock and Issue and Safe Custody Registers. The verification 
consists in agreeing the balance at the close of the year as shown in the Balance 
Sheet with the sum of the nominal values of cash certificates not discharged 
upto the 31st March of the year as exhibited in the Proof Sheets (Form 
A. G. P. T.-321). 

The correctness of the monthly postings in the Stock and Issue Registers 
is proved in the manner indicated in Article 227, while the figures in the Safe 
Custody Registers axe proved monthly as laid down in Article 236. 

251. After the postings for March in the Stock and Issue Registers have been 
completed and proved, the monthly figures in the Proof Sheets (Form A. G. P. T.- 
321) should be totalled for each office and a grand total for the whole circle 
should be compiled therefrom in Form A. G. P. T.-339-D. This should be 
agreed with the corresponding totals in the Balance Sheet. Similar agreement 
■should be effected in the case of Safe Custody transactions. 

The annual verification should be completed by the 31st October of each 
year. 

251 -A. Every sixth year the verification of balances should be done by 
actual count from the Issue Registers as faT as possible, the re-copying of Issue 
Registers should be taken up at that time so that it may facilitate the counting 
of undischarged Gash Certificates for the purpose of verification. Discrepan- 
cies, if any noticed, should be investigated with a view to rectification. 
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Interest liability statement. 

251 -B. After the completion, of the annual verification of balances the 
maximum liability of Government on account of outstanding Cash Certificates 
should be ■worked out in Form A. G. P. T.-339-C for Budget and other statistical 
purposes with reference to the respective year of issue. 

Note — The cOaasnfication shown in Form A G. P T.- 339-D ih intended to show tho parti- 
culars of outstanding Cash Certificate a accoiding to thoir poi ien of issues as well 

List o* unsold Cash Certificates* 

252. List, of Cash Certificates remaining unsold in Post Offices on the 31st 
March and 30th September of each year are received in the Audit Office m April 
and October respectively (vide Rule 575 of the Posts and Telegraphs Manual, 
Volume VI). The entries in the lists should be compared with those in the Stock 
and Issue Registers and any discrepancies noticed should be settled in com- 
munication with the Postmaster concerned. The lists for the two periods 
should be completely checked by the 31st July and the 31st January respec- 
tively, the progress made in checking being watched through a register. This 
check though involving considerable work, is an important means of detecting 
fraudulent issues within six months of the transactions. 

Declaration in lieu of lost Cash Certificates and Safe Custody Acknowledgments. 

253. The holder of a Cash Certificate who reports that it has been lost from 
his custody or destroyed, will be asked by the Postmaster to furnish a statement 
in writing explaining the circumstances in which it was lost or destroyed. 
The statement will be forwarded by the Head Postmaster to the Audit Office 
with, his report thereon in the prescribed form (vide Rule 572 of the Posts and 
Telegraphs Manual, Volume VI). 

The statement and the report should be carefully examined and if found 
to be complete and in ordex, the serial number and the date of issue of the lost 
Certificate as entered in them should be verified by a reference to the list of 
Issues and the Stock and Issue Register. 

If these agree, a “Declaration 51 (for each Cash Certificate) in Form No. 
A. G. P. T.-330, should be filled in by reference to the Issue Journal and the 
Stock and Issue Register and the particulars of the declaration noted in the 
Register of declarations in lieu of lost or destroyed Cash Certificates (Form 
A. G. P . T.-332) . A note of the number and date of the declaration issued should 
be also made in red ink in the remarks column of the Stock and Issue Register 
against the serial number of the lost or destroyed Cash Certificate. While 
issuing declarations in lieu of lost certificates standing in the names of deceased 
holders, the following sentence should he added to the declarations' 1 — is 
recognized as the present holder of this declaration 5 \ 

" 254. The declarations will be compared with the applications and the Stock 

and Issue Register by the Accountant, who will initial the declaration and the- 
entries in the Stock and Issue Register and Declaration Register. 
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The register, together with declarations and applications, will then he sent 
to the Gazetted Officer, who will compare the declarations with the entries 
in the register, initial the latter and sign the declarations which should then be 
sent to the Postmasters concerned for delivery with a forwarding letter in Form 
No. A. G. P. T.-334. The Postmaster will acknowledge receipt of these declara- 
tions. 

265. The procedure described in Articles 253 and 254 should be followed 
in the case of lost or destroyed Safe Custody Acknowledgments, with the 
exception that the Register of Acknowledgments Issued will take the place 
of the Stock and Issue Register, and Form. A. G, P. T.-331 will be used in place 
of Form A. G. P. T.-330. 

Treatment of spoiled Cash Certificates. 

256. When a Cash Certificate which has been spoiled in the Post Office 
before issue, is received from the Post Office with the weekly journal of Cash 
Certificates issued (vide Rule 669 of the Posts and Telegraphs Manual, Volume 
VI), it should be entered in the Register of spoiled Cash Certificates in Form 
No. A. G. P. T.-333 and submitted through the Accountant to the Gazetted 
Officer with the register for initialling the entry. The remark “ spoiled ” 
will also be made against the number in the Stock and Issue Register under the 
Accountant’s initials. If such certificates are received very frequently 
from any one Post Office, the Postmaster’s attention should be drawn to them 
and a report should be made to the Head of the Circle for suitable action. 

Treatment of Unclaimed Balances of Cash Certificates. 

256-A. Unlike the other forms of Government Securities the unclaimed 
balances of Cash Certificates are transferred direct to Revenue at the end of 
three account years after the date of their maturity, that is, in the March 
Final Accounts of the 9th Account year from the date of issue and those issued 
prior to the 3rd April 1929 whose period of maturity has been extended to ten 
years, at the end of three account years after the date of their extended maturity, 
that is, in the March Final Accounts of the 14th Account year from the date 
of their original issue. Such balances of Cash Certificates (Issue Price) as 
worked out from the issue Register should be passed on by the Postal Audit 
Offices in their exchange account with the Accountant General, Central Reve- 
nues, for adjustment in his books under Revenue. The balances thus trans- 
ferred should be noted in the opening pages of the respective issue Register. 

Subsequent payments m respect of these Cash Certificates should be posted 
in the Issue Register concerned and every month the payments thus posted 
should be passed on to the Accountant General, Central Revenues, for adjust- 
ment against lapsed revenue. 
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Results of Audit. 

257. (a) Trivial irregularities, e.g. 3 entries in Issue Lists not made in serial 
order, etc., discovered during audit should be entered in half-margin memo- 
randum (Forms Nos. A. G. P. T. 325 and 325- A), which will be returned by 
Postmasters in origmal with their replies noted thereon. Irregularities of an 
important nature should be entered in an objection statement in Form A. G. 
P. T.-335 or in a half margin memorandum in Form A. G. P. T.-336 as the case 
may be. These generally fall under one of the classes mentioned below : — 

(1) Objections due to want or incompleteness of vouchers, etc. These 

are removable on receipt of the voucher or on suitable explana- 
tion. 

(2) Objections on the score of excess payments or short credits. These 

are removed on the amounts being recovered. Until such 
recovery is reported, the amounts are included under “ Advances 
Recoverable ”. 

(3) Amounts of excess recoveries from or short payments to investors. 

These are liable to be demanded by the investors at any subsequent 
time and should therefore be included under “■ Deposits J \ 

(6) Short or overpayments of interest of five annas and less need not be 
communicated to Postmasters. Recoveries of overpayments may be waived 
by the Gazetted Officex-m-charge and the order recorded on the back of the 
discharged Cash Certificate. Similarly short payments may also be recorded 
on the back of the Cash Certificate under the signature of the Gazetted Officer- 
in-Charge, no action being taken for refund of the amounts to investors. 

(o) Short credits or overpayments on account of cash certificates exceeding 
Rs. 10 should be reported to the Head of the Circle. In such cases, copies of 
objection statements should be sent to the Head of the Circle or his special 
attention drawn to the items of objection. 

267-A. When all attempts on the part of executive to pay the party or 
parties concerned amounts short paid on account of interest on cash certificates 
prove unsuccessful, the amounts objected to should be finally adjusted by 
credit to "Abstract B — Miscellaneous Revenues — Fees and other receipts — 
other items *’ by debit to “ Deposits — short payment on cash certificates 

Objection Statements. 

258. The Objection Statement should be filled up as required by the form, 
two copies being prepared on carbon paper. On completion of each Objection 
Statement, the Auditor should submit it through the Accountant to the Gazetted 
Officer, who will sign the Carbonised copy as laid down in Article 62 of the 
Posts and telegraphs Initial Account Code, Volume I. 

Nots. — T he Accountant may sign all objection statements not involving Interpretation of 

rules. 
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259. The approved Objection Statements should then be copied into the 
Circle Objection Book, Form No. A. G. P.-T. 433, which collects together for 
each circle, the amounts held under objection, the several items for the month 
being numbered consecutively, in the objection book. 

260. Finally, a reference should be made to the Register (Form A. G. P. T- 
436) posted in the Postal Accounts Section directly from the Cash Accounts 
to see whether any item appearmg m the Cash Certificate Objection Statement 
under issue has already been recovered or refunded. If such a recovery or 
refund is traceable, the corresponding entry in the Objection Statement should 
be cancelled, a note of the date of recovery or lefund being made against it and 
initialled by the Accountant. The Objection Statement should then be for- 
warded to the Postmaster concerned. 

Note. — A ll the items in the Register of Recoveries and Refunds should be scrutinized and 
adjusted before submission of the same to the Gazetted Officer for review. 


Return of Objection Statements. 

261. Postmasters are required to return an Objection Statement with their 
explanations, not later than a fortnight from the date on which it is received by 
them. A watch over the return of Objection Statements should be maintained 
through the Circle Objection book and reminders should be issued whenever 
the return of an Objection Statement is delayed 4 days beyond the time allowed 
due regard being paid to the time spent in transit. 

262. If the explanation offered in regard to an objection is such as to 
warrant the removal of the objection, its amount should be noted in the column 
headed Cf Finally passed Recoveries of overpayments and refunds of short 
payments reported in the explanations should at once be traced in the Register 
of Recoveries and Refunds prepared by the Postal Accounts Section (See 
Article 260) and, if traceable, the amount should be posted in the column 
headed " Adjusted by Recovery or Refund A brief note of the manner of 
adjustment, e.g. “ On Postmaster’s explanation, etc.” should be made against 
adjustments of amounts included under “ Items Awaiting Clearance ”, 

268. Each entry of adjustment made in the Objection Book should also be 
posted in the corresponding columns of the Adjustment Register (Form A. G. 
P. T.-434), and each entry, both in the Objection Book and the Adjustment 
Register, will be checked and attested by the Accountant. 

Closing the Objection Books. 

264. After all the objections relating to a month’s account have been 
posted, the Objection Book should be closed by pasting a printed “ closing 
slip ” (Form No, A. G. P. T.-435) at the foot of the last page containing an entry 
H1IP&T n 
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for the month. Each money column in the Objection Booh and in the Adjust' 
ment Register should be totalled and the totals entered in the proper cages of the 
closing slip. 

Note — Tho paid cash certificates, etc , received with the objection statements, should be 
handed over fo tho item-wcukiis concerned for piojci filing* who should endoito a certificate 
on the objection statement to tho effect that the documents ha\o been properly tiled. The 
auditor should keep the objection stale merits serially arranged hi his custody till they are finally 
Bottled and sent to old Recoids at the ond of the year. 

265. The total difference or errors found will then be adjusted by transfer 
entries debiting and crediting the heads shown below : — 

Nature of error, etc. Account Hoads 


1. Short credits m individual Cash certificates or Debit ‘ ‘ Advances Recoverable — Overpay- 

m tho Total of Journal. mentson Cash Certificates”, and credit 

“Post Office 6-yoar Cash Certificates ”, 

2. Excess credits on individual Cash Certificates Debit “Post Offico 5- Year Cash Certifi- 

or on the Total of Journal. cates (deduct from credit)” and credit 

“Deposits — Short payments on Cash 
Certificates”. 

3« Overpayments on individual Cash Certificates Debit “ Advances Recoverable ” — “ Over- 
or on the total of Journal. payments on Cash Certificates” and 

credit — 

(а) “PostOffioe Principal Deduct 

6* Year Cash from debit. 

Certificates 

(б) “22-Intorset on 
debts and other 

obligations * ’ . Deduot from Debit. 

** Bonus on Cash 
Certificates” 

(P.&T.). 

4, Short payments on individual Cash Certificates Debit (a) “ Post 
or on the toral of Journal. Office 5 -Year Cash 

Certificates ’ * — Principal. 

(t) ” 22-Interest on 
debt and other 
obligations” — 

“ Bonus on Cash 
Certificates ” 

(P, k T)and* 

Credit “Deposits” — Short payments on 
Cash Certificates’ ’ . 

266. The amounts of credits and debits on account of “Advances Re- 
coverable ” and " Deposits ” shown in the Objection Book should be reconciled 
with the amounts appearing in the Detail Book, brief but clear explanations 
of the difference being given in the Broadsheets maintained in the Section by 
Circles. The balances tinder these two heads are also worked out, month by 
month, in the Broadsheets of Advances Recoverable and Deposits, which are 
submitted to the Gazetted Officer for review on the 30th of every month. 
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Treatment of undeliverable Cash Certificates and Safe Custody acknowledgments. 

266- A, When a cash certificate or a safe custody acknowledgment is 
returned by the Postmaster as undeliverable, the Audit Office will keep them 
in the safe custody of the Gazetted Officer after notmg the particulars thereof 
in a register maintained m manuscript for the purpose as per specimen given 
below. A note “ in the safe ” should also be made against the item in the 
Stock and Issue Register. The register should he submitted to the Gazetted 
Officer every time such a document is to be kept in the safe. 


Register of undelivered oash certificates and acknowledgments , 


Mame 

No. 

Serial No. 


Dated 

No. 

Dated 


of 

and date 

of 


Initials. 

and date 

Initials. 


Office. 

of the 

C. Cs. 




of 





letter with 

or 

§ 

-3 



letter with 





which Oash 

S. C. As. 

Acott. 

G.O. 

which 

Acctt. 

G.O. 

Remarks- 


Certificates or 




returned 





Safe Custody 


J 



for 





Acknow - 


B 



delivery 





lodgments 


S 



to 





received. 


P 



investor. 




1 

2 

3 * 

4 

5 

6 

7 

8 

9 

10 




1 

. 

i 

i 






Record arrangements. 

267. As soon as the postings of a month are completed and the correctness 
of posting proved, the Cash Certificate Lists and the discharged Cash Certi- 
ficates pertaining thereto together with those discharged at offices other than 
that of issue, will be tied in separate bundles and arranged alphabetically and 
serially. The bundles should be labelled with the name of the Head Post Office 
and the month of account. They should be made over, once in six months to 
the Record clerk who will be responsible for their safe custody. 

Custody of Registers, Books, etc. 

268. The following important registers and books, etc., are maintained 
in the Cash Certificate Section : — 

Names of Registers, etc. 

Register of lost Cash Certificates and Safe Custody Acknowledgments. 

Register of spoiled certificates. 

2s 





108 


268-A] 


CASH CERTIFICATES. 


[Chap. 4. 


Register of undelivered acknowledgments and Cash Certificates, 
Begister of Cash Certificates sent out. 

Objection Books. 

Begister of transfer entries. 

Begister of reconciliation of Cash Certificate figures with Detail Books. 
Begister of safe custody applications. 

Begister of transferred cash certificates. 

Issue Registers. 

Guard files of invoices of cash certificates. 

Waive Register. 

Broadsheet of balances under " Advances Recoverable ” and 
“ Deposits 

Proof Sheet Begister. 

Begister for watching the disposal of half-yearly statements. 

Begister of abstract of issues and discharges. 

Register of discharges. 

Circle Balance sheet. 

Classification slips. 

Classified abstract of cash certificates discharged. 

Statement of Interest liability. 

Compilation for the annual verification of balances. 

Publication o£ monthly transactions. 

268-A. Monthly transactions of cash certificates are published in part II 
of the Gazette of India. For this purpose, each Branch Audit Office sends to 
the Central Office a statement in the subjoined form each month, showing the 
figures of each circle under its audit jurisdiction separately and also the figures 
for the corresponding month of preceding two years on the 10th of the second 
month following the month of account. 


Name of Postal Circles. 

Cash realised from 
sales. 

t 

Amount repaid. 

Amount of Principal 
outstanding. 

. 


Principal, 

: 

i 
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In the Central Office a consolidated statement is prepared showing the 
total amount of cash realised from the sale of 5-year Post Office Cash Certificates, 
amount of principal repaid and the amount of principal outstanding in each 
Postal Circle at the end of the month The consolidated statement, after 
agreement with the General Abstract, is sent to the Government of India Press, 
New Delhi, on the 20th of the second month following the month of account 
for publication in Part II of the Gazette of India and also for printing of some 
copies separately. 

On receipt of the separate printed copies from the Press, these are distri- 
buted as follows 

Copies. 


1. The Finance Department of the Government of India . . 2 

2. The Director General of Commercial Intelligence and Statistics . 1 

Note. — The statement for the month of March should contain March Final figures of the 
preceding two years 

Statistical Retains. 

268-B. A monthly statement showing the number of transactions under 
“ Issues and Discharges ” separately and another showing the amount booked 
under “ Issues and Discharges ” as per Detail Book should be sent so as to reach 
the Central Office on the 13th and the 27th respectively of the month follow- 
ing the month of account. 

The Book Section of the Central Office should compile the figures from the 
monthly statements referred to above and forward two consolidated statements 
to the Director General of Posts and Telegraphs on the 15th and the 30th 
respectively, of the month following the month of Account. 


M1IP&T 




CHAPTER 5. — SAVINaS BANK. 
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General organisation 

269 
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280 
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281 
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282 
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289 

Verification of posting 

294 

Audit of withdrawals 

296 
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300 
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375 


General Organisation. 

269. The management of the Postal Savings Bank has been entrusted to 
the Indian Post Office, which acts as an agent of Government, receiving deposits 
and paying withdrawals, etc , on its behalf. The rules under which accounts 
are opened, deposits received and withdrawals paid, axe issued by the Governor 
General in Council, subject to the general superintendence of the Secretary of 
State in Council and will be found in the Post and Telegraph Guide, Section 
VI — Rules for the guidance of depositors in Post Office Savings Banks. Subsi- 
diary rules of procedure to be followed by Post Offices and tbe higher 
executive officers of the Post Office are issued by the Director General and will 
be found in Chapter 8 of the Posts and Telegraphs Manual, Volume VI. 


270. The Auditor General has been required by the Governor General in 
Council under Rule 12 of the Auditor General's Rules (reproduced as Appendix 1 
to the Audit Code) to arrange for the audit of Postal Savings Bank transaction. 
The rules issued by the Auditor General, under Rule 22 of the said Rules, 
governing Savings Bank accounts submitted to Audit Offices and the initial 
accounts from which they are compiled or on which they are based have been^ 
for the sake of convenience, incorporated in the Posts and Telegraphs Manual, 
Volume VI. 


( Ul ) 
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271. Under the rules for depositors, Savings Bank transactions are permits 
ted at all Head Post Offices and. with certain exceptions, at all Post Offices 
submhnatc to them. The accounts of the latter are, however, incorporated in 
tlms* oft he former and the Head Post Office is responsible for submitting con- 
sdidatul accounts not only of its own transactions, but also of those of offices 
subordinate to it. The results of audit conducted in the Audit Office are 
communicated to the Head Post Office, and the latter is responsible for seeing 
that prompt action is taken to remedy the defects discovered and to meet the 
objections raised, on its own transactions as well as on those of the offices sub- 
ordinate to it. 

272. The principal account of Savings Bank transactions received from 
a Post Office is the 'journal ’ in which every case of deposit or withdrawal 
is shown m chronological order. All the withdrawal entries in the journals 
are supported by warrants of payment and the majority of deposit entries 
are supported by vouchers in the form of duplicates of deposit acknowledg- 
ments, index cards, etc The Audit Office is required to see that the trans- 
actions recorded in the journals are covered by rules and orders issued by 
competent authority, that vouchers or other documents have been submitted 
for every entry appearing in the journals and that the vouchers have been 
prepared according to rule and constitute genuine evidence of the transactions 
having occurred as described m the accounts. The complete accounts of the 
Postal Savings Bank are also compiled m the Audit Office, and m order that this 
responsibility may be discharged efficiently, it has to maintain a separate 
ledger account for each Savings Bank account opened m any Post Office. 
These accounts are maintained according to the card ledger system under 
which a separate card has to be kept for each account, and every monetary 
transaction, whether of deposit or withdrawal, etc , is required to be recorded 
in the proper ledger card as soon as intimation is received of its occurrence. 
The entries m the card are made by Remington Book-keeping machines which 
are fitted with devices for totalling the amount of all transactions posted in 
the ledgers. Each machine is fitted with 4 vertical totalisers affected respec- 
tively by the posting of the amounts of (i) opening balance before each trans- 
action, (d) deposits, (Hi) withdrawals and (iv) balance after each transaction. 
It has a fifth totaliser, the function of which is to show the result of the postings 
made in each particular ledger card. In operating the machine, it is so 
arranged that the amounts of opening balance and deposit should be added 
while those of withdrawals and balance after each transcation should be sub- 
tracted in the cross totaliser with the result that if the posting in the ledger 
has been done correctly the cross totaliser will, on the completion of the posting, 
show a nil balance. As the number of Savings Bank accounts is very large, 
the ledger cards are divided into series, each series consisting of about 400 
accounts. After all the transactions affecting the accounts in any series have 
been posted, the total amounts stored m the two vertical totalisers for deposits 
and withdrawals are transferred to a master card, one of which is maintained 
for each Head Post Office or each part of a Head Post Office which renders 
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accounts in parts. When all the transactions of a Head Post Office, including 
its subordinate offices, have been posted completely in the ledger cards and 
abstracted in the master cards, the totd^ of the amounts appearing in the latter 
give the grand total of all the Savings Bu,nk transactions of that office and are 
agreed with the corresponding amounts appearing in the Savings Bank 
Journal. 

273. The legder cards used in all Postal Audit Offices are uniform m size 
and Tilling and consequently whenever a Savings Bank account is transferred 
from one Post Office to another, its ledger card is also transferred from one 
group to another or from one Audit Office to another, as the case may require. 
The ledger cards are so designed as to contain all necessary information relatmg 
to the character of the account, e.g , whether it is a minor's account or a secu- 
rity deposit account or a public account, and consequently a complete audit 
of all transactions, not only in respect of the accuracy of the accounts but in 
respect of the rules governing deposits and withdrawals, is conducted by a 
scrutiny of the vouchers in conjunction with the ledger cards. 

274. Savings Bank transactions in cash are also included by the Post Office 
in its monthly cash account submitted to the Audit Office and are incorporated 
through the Classified Abstract and Detail Book into the general accounts of 
Government. A reconciliation between the amounts appearing in the monthly 
cash accounts and in the final accounts of the Department on the one hand 
and the amounts appearing in the Savings Bank journal and the depositors 5 
ledger cards on the other, is effected at two stages. A preliminary compari- 
son is made between the amount appearing in the journal and in the cash 
accoimt and a final reconciliation between the total amounts of the ledger 
cards and the amounts appearing in the Detail Book is made through a 
system of Control Accounts, one of which is maintained for each Head Post 
Office. 

275. The Savings Bank Section of each Audit Office is divided into 
groups winch are so arranged that there arc not more than 10,000 transactions 
per month on an average to be dealt with in each group The staff allotted 
to each group consists of one machine-operator, two auditors, one journal 
clerk and one sorter. There is a separate group entrusted with the mainte- 
nance of various registers and the preparation of statistical and other state- 
ments due from the Savings Bank Section. 

276. One Book-keeping machine should be allotted to each group and 
should be in charge of the operator, who will be responsible that it is always 
kept in order. A reserve of machines, calculated on the basis of one machine 
for every four groups and of the corresponding number of operators, should 
also be organised to cope with unexpected increases in the number of trans- 
actions and also to provide for the breakdown of machines or the absence of 
operators. 
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277. The Duputy Accountant General will prescribe the individual duties 
of the members of the groups and a copy of the duty list signed by the Account- 
ant in charge of the Savings Bank Section will be prominently displayed in 
each group. 

The distribution of the work among individual members of the group 
will not affect the fundamental responsibility of the auditors for the audit of 
Savings Bank transactions, and for the proper maintenance of the ledger cards. 
The responsibility of the operator is limited to the posting of the transactions 
into the proper cards and the preparations of the master cards, deposit slips, etc., 
and that of the sorter to the extraction and replacement of the ledger cards 
from the cabinets and sorting of vouchers. The auditor is responsible for 
seeing by an examination of the postings with the vouchers, not only that 
the postings have been correctly made and proved with the accounts received 
from the Post Office but also that the transactions have been made according to 
rule and that they are supported by proper vouchers. Defects discovered 
during his audit are rectified only at his initiative. The journal clerk attached 
to the group is expected to relieve the auditors of routine work of an unim- 
portant character, c m g., checking the arithematical accuracy of the journals, 
etc. 


278. Each account* ng group is under the charge of Supervisor, who will 
arrange to distribute the work amongst the members of the group according 
to such instructions as may he issued by the Deputy Accountant General in 
conformity with Article 277. As the two auditors in each group work inde- 
pendently of each other, the necessary correlation between their work and the 
duties entrusted to the other members of the group, operator and sorter, 
must be effected by the Supervisor, who should see that the distribution of 
work between the auditors is fair. The supervisor is responsible that the 
work of the group m his charge is being done strictly according to rule, 
within the periods and by the dates prescribed in Article 280. He must pay 
close attention to the prompt disposal of correspondence and to the pur- 
suance and clearance of objections. He will be in personal charge of the 
Objection Books of his group and will deal with all correspondence relating to 
objections. He is also responsible for the conduct of the periodical reconci- 
liation of the total of the balances of individual accounts of his group with the 
total balance as ascertained from the accounts. 

279. The final reconciliation of the amounts of the ledger cards with those 
appearing in the Detail Books and Circle Abstracts must be entrusted to an 
independent group, which should be made responsible for maintaining and 
proving with the general books, a Savings Bank Control Account for each Post 
Office. This group should also be entrusted with the adjustment of transfers of 
Savings Bank accounts, whether Inland or Foreign, and other adjustments 
by transfer entries. 
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Progress of work. 

280. Savings Bank accounts should be prepared, in common with other 
Government accounts, month by month, and the posting of transactions 
should also be done monthly. The Deputy Accountant General may, how- 
ever, introduce a system of fortnightly postings, during some months of the 
year if this system is found convenient. In any case, the dates referred to or 
indicated in this Article should be scrupulously observed for the completion 
of the various items of work and a register should be maintained in Form 
A. G. P. T.-340, for each group by the Supervisor, in which he will enter 
the dates on which each item of work is taken up and finished. This register 
will be submitted through the Accountant to the Gazetted Officer every 
Monday. 

The Accountant m charge of the Section should also maintain a chart 
in Form No. A. G. P. T.-341, showing the state of work of the whole Section. 
It should be submitted to the Gazetted Officer weekly. 

A statement of work done by each mac hinis t should be maintained in 
Form No. A. G. P. T.-341-A., which should be submitted to the Deputy 
Accountant General, along with the recommendations for special pay under 
paragraph 137 of the Manual of Standing Orders . 

Due dates for audit of Savings Bank transactions. 

In respect of the work relating to the accounts for the months from April to 
July of a year, the due dates are mentioned in Article 348. The work relating 
to the rest of the year should be completed on the dates mentioned below. It 
should be distinctly understood that all stages of work relating to March 
Accounts should he completed on the 24th April, so that there may not be 
any delay in starting the annual work. 

Details of work. 

Completion of audit, etc., of August Accounts 
Verification of balanoes at the close of August 
Completion of audit, etc., of September Accounts 
Verification of balances at the close of September 
Completion of audit, etc., of October Accounts 
Verification of balances at the close of October 
Completion of audit, etc., ot November accounts 
No verification of balances for November 
Completion of audit, etc., of December Accounts 
Verification of balances at the dose of December 
Completion of audit, etc., of January Accounts 
Verification of balances at the close of January 
Completion of audit, etc., of February Accounts 
Verification of balances at the close of February 
Completion of audit, eto., of Maroh Accounts . . 

No verification of balances for March . . 


Due date for completion 
. . 30th September. 

. . 7th October. 

. . 31st October. 

, , 7th November. 

. . 30th November, 

. . 7th December. 

.. 3 1st December. 

• • 28th January. 

. . 6th February. 

. , 26th February. 

. . 4th March. 

. . 26th March. 

. . 3rd April. 

. . 24th April 



116 


281 — 282 ) 


SAVINGS BANK. 


Chap. 5. 


The line dafr 1 foi the completion of the examination of the Journal for the 
fourth vox*l* of n head post Office and making over the cheek slips to the Postal 
Accounts tWdiou will be one duv eaiher than the date fixed for the posting of 
the rln-teihed abrdract of that office. The Superintendent S B. Section 
should watch tliih hv means of a broadsheet shelving the due date for each 
office. 

Objection statements should be issued on the day following the date on 
which audit, etc., of a month's accounts are completed. The due date for 
closing of Objection Books should be the 7th day from the date of completion 
of audit, etc., of a month’s accounts 

Note. — If, owing to the Durga Pnja and Christmas holidays. itiB not found possible to 
observe the due dates, an explanation of the arrears should be given in the Monthly State of 
work report submitted to the Accountant General. 

Returns Due. 

281. The daily, weekly or other periodical returns of Savings Bank trans- 
actions due from Post Offices are : — 

(1) Journal of cash transactions, 

(2) Voucher list with vouchers, 

(3) Lists of accounts transferred to or from other offices, and 

(4) List of dead accounts reopened. 

Immediately on receipt, the bundles should be examined by the super- 
visor to see whether all the returns and the vouchers mentioned m the vouchers 
list have been received correctly. Applications for transfer of account to 
the Foreign Post Office Savings Bank and other papers should be disposed of 
without delay and any document which should have been received but has not 
been received should be called for from the Post Office. 

Note. Any applications for the purchase Oi sale of Government Securities inadvertently 
sent should at once be sent to the Deputy Accountant General, Posts and Telegraphs, Calcutta, 
for disposal. 1 


Examination oi Journal and List oS Transfers. 

282. The journal and the lists of transfers should be examined and dealt 
with in the following manner : — 

(1) The weekly and the progressive totals of deposits, withdrawals, 

and of the amounts transferred or received in transfer should 
be checked. 

(2) The number of transactions shown in the second column of the 

journal should be verified by an actual count of the entries in the 
deposit and withdrawal columns. 

(3) Each entry of withdrawals should he checked against its warrant of 

payment signed by the Postmaster and receipted by the payee 
for the amount noted in the journal. The balances after 
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transactions as noted in the journal should then be noted on the 
warrants. If any warrant is wanting, a slip showing the number 
of account, name of the depositor, date of transaction, amount 
withdrawn and balance after withdrawal should be made out for 
postmg the ledger cards. 

(4) It should also be seen that for each deposit made m Sub and Branch 

Post Offices, duplicate copies of acknowledgments are received 
and that particulars entered therein in regard to the number of 
the account, amount deposited and the balance after the deposit 
are correct. If any acknowledgment is not received, a slip 
should be prepared instead. 

Note. — Acknowledgments will not be received m support of first deposits Slips should 
therefore be prepared for them. 

(5) Slips (Form No. A. G. P. T.-342) should then be prepared for every 

entry of deposit in the Head Office journal and for every entry 
m the lists of transfers (both credit and debit) and the Govern- 
ment Security intimations received from the Deputy Accountant 
General, Posts and Telegraphs, Calcutta, showing the number of 
the account and the date and amount of the transaction. In 
the case of cash deposits the balance after transaction, as shown 
m the journal and in the case of transfers, the office from which 
or to which the account is transferred, should also be copied. In 
the case of Government Security transactions, the name of the 
depositor should also be noted, with the distinguishing letters, 
I. G. S.”, Cf P. G. S.” or“S. G. S.”, as the case may be [vide 
xirticle 293 (w)]. 

Note 1. — SlipB should not be prepared by the machinist for deposits made at Branch Offices 
in direct account with the Head Office. 

Noth 2 — In preparing slip for transactions m Government Securities, the date of trans- 
action should bo the actual date of purchase or sale of the security as shown m the intimation of 
purchase or sale. In the case of payment of interest, it should bo the date on which the interest 
accrued, as shown m the Interest Payment Orders received from the Deputy Accountant General, 
Posts and Telegraphs, Calcutta. 

Noth 3. — If it be found that a Government Security transaction relates to an account 
which has been transferred to another head office in the same Audit Circle, the necessary papers 
should be transferred to the group dealing with the new office. The sbps will be prepared in the 
new group and the name of the new office and the new account number will be entered on the 
intimation. If, however, the account has been transferred to a head office m another Audit 
Circle, an extract of the intimation should bo sent to the Deputy Accountant General, Posts 
and Telegraphs, Calcutta, with a suitable remark to that effect. 

283, After the journals for all the four weeks have been dealt with as 
described in Article 282, an abstract of totals of the four weeks’ journals and 
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lists of transfers (credit and debit) should be made on the last page of the 
journal for the last week showing the following particulars : — 


Particulars. 

Deposits — 

CofeU 

Transfers 

Foreign Transfer 

Sale of Omernmpiit Securities 

Interest on Government Securities 

Dead accounts reopened 

Withdrawals — 

Cash 

Transfer . 

Foreign Transfer 

Purchase of Government Securities 

Number of accounts — 

Opened by cash , . 

Opened by transfer 
Closed by cash 
Closed by transfer 
Interest Additions and corrections 


No. of transactions. 


Verification with Cash Account entries. 


284. The amounts of deposits and withdrawals in cash for each head post 
office should be copied into a check slip in form A- G. P. T.-343 winch should be 
sent to the Postal Accounts Section for agreement with the cash account before 
the posting of the classified abstract of that office is taken up. The results of 
comparison will be entered on the slip by the auditor of the Postal Account 
Section over his initials and the slip returned to the Savings Bank Section 
without delay. This slip should be pasted on the last sheet of the journal of 
the 4th week, below the abstract referred to in. Article 283. 

285. In the event of there being any difference between the totals of the 
Savings Bank journals and the corresponding entries in the Head Office 
cash account, the difference will be debited to “ Advances Recoverable ” or 
credited to “ Suspense account *’ (credits suspended), as the case may require, 
and the auditor of the Postal Accounts Section will be responsible for securing 
their adjustment. 


Ledger Cards. 

288. A depositor’s ledger account is maintained in Bonn Ho. A. G. P. T.-344 
for each Savings Bank account opened at a Post Office provided it has not 
been treated as a * dormant* or c dead ’ account, definitions of which terms will 
be found in Article 361. A ledger account has therefore to be opened every 
t>me the opening of a new account is reported by a Post Office or a deposit or 
withdrawal takes place in an account which has been previously classed as 
* dead ’ (vide Article 366). New accounts are opened by filling up the parti- 
culars, such as name of office, number of account, name of depositor, or class 
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of account, from the information contained m the index cards relating to new 
accounts and m the Lists of ‘ dead 5 accounts reopened, received from the 
Post Oifice. The entries necessary for opening a new ledger account should all 
be made by the auditor in charge of the Post Office personally, but the amount 
of the transaction necessitating the opening of the account should not be 
posted by him, being left over for posting by the Book-keeping machine along 
with the posting of other ledger cards. 

When a deposit or withdrawal takes place in respect of an account which 
has been previously classed as “ dormant ”, fresh cards need not be opened 
(vide Article 363). The transactions should be continued on the old cards 
which should he brought up-to-date by the posting of interest. 

287. Whenever a revised Index Card is received from the Postmaster, 
necessary corrections in the ledger card should be made, if the revised Index 
Card is found to be in order. The correction in the card should bear the dated 
initials of the auditor m akin g the correction and the words “ vide Revised 
Index Card with — (month and year)” should be written in red ink. 

288. All ledger cards, excepting those of c dormant 5 accounts (which should 
be kept separately as prescribed m Article 362), should be [kept in serial 
order arranged m series of 400 accounts in cabmets provided with locks, the 
keys of which must remain in the personal custody of the Supervisor of the 
group. 

Posting in Ledger Cards. 

289. The ledger cards required for posting, etc., will be taken out by the 
sorter and will be transferred to the machinist and auditors in tin receptacles. 
The cards should not be scattered in any way, during the processes of posting 
or auditing. As it may not always be possible to replace the cards in the 
cabinet the same day, the tin receptacles with the cards should be stored for 
the night under lock and key in separate cupboards. At the close of the 
day, the Supervisor should personally see that the cabinets and cupboards 
in his charge are properly locked up for the night, in the presence of the 
auditors and sorters. The keys of all cabinets and cupboards and of the 
Accountmg machine of the group (all in one ring) should, before office is left, 
be thrown into a locked cupboard through a slit. The key of this cupboard 
should be m the personal custody of the Senior Accountant of the Section. 
On no accoount should Supervisors keep the keys of their cabinets in their 
custody. 

Note. — T he numbers of the accounts with which each senes of 400 ledger cards starts 
and ends and the number of tho drawer in which each series is kept should be neatly entered on 
& sheet of paper and pasted to a sheet of card board which should be suspended at a convenient 
spot in the cabinet to facilitate the extraction and replacement of cards. 

290. As a result of the preliminary examination described in Article 282, 
every transaction of w thdiawal or deposit, whether by cash or transfer, will 
be represented by warrants of payments, duplicate copies of Savings Bank ack- 
nowledgments or by slips prepared in the Audit Office, etc. All the slips 
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relating to the transactions during the month should be arranged in serial 
order according to account numbers, vouchers, etc., relating to one account, 
being also arranged m order of the date of transaction. After sorting, the 
sorter will extract the cards from the cabinets and will arrange them along 
with the new cards opened for'fresh accounts or for ‘ dead ’ accounts reopened, 
m senal order of the numbers of accounts. Tin plates will be inserted after 
the last card of any particular series so as to keep the series separate. 

291. Any vouchers relating to accounts the cards for which are not forth- 
coming will be made over by the sorter to the auditor for necessary action. 
Some of them may relate to accounts which have been treated as e dormant y 
or e dead while others may relate to cases of transfer, the ledger cards for 
which have not been received from other groups or other Audit Offices. The 
auditor will extract the old cards, if any, or open new Ledger Cards for the 
accounts which have been treated as ‘ dormant ’ or 6 dead \ In the case of 
accounts transferred either within the same Audit Circle or from a foreign 
Audit Circle, the auditor will, on receipt of the list of transfers (credits), 
prepare a pink dummy card (Form No. A. G. P. T.-345), in respect of every 
such account, the amount received by transfer as shown in the list being 
entered in the column ‘ Deposit * in the usual manner. Subsequent trans- 
actions in the account should also be posted in this card When the original 
card is received from the transferring Audit Office, the balance of the account 
should be agreed and the card should be written up to date under the dated 
initials of the auditor. The entries m the pink dummy card may be cancelled 
and the card utilized again to save wastage of forms. 

Note. — I nstances of “wrong numbers quoted in the vouchers or journals or lists should be 
taken up with the Postmaster promptly. 

292. The packets of vouchers and the cards, both arranged in serial order 
of the account numbers, will then be made over to the operator for posting the 
ledger cards. 

The operator will arrange the totalises to function as follows : — 

The dummy totaliser for the column “ balance before each transaction }r 
and the live totaliser for the “ deposit ” column should be so set 
that the amounts in the cross totaliser will be added, while the 
live totaliser for c< withdrawals 55 and the dummy totaliser for 
e{ balance after each transaction ” should be so set that the 
amounts will be subtracted in the cross totaliser. Before pro- 
ceeding to post any transactions the operator should see that his 
totalisers have been properly set and that all five of them are 
entirely clear of any amounts of a previous posting of tabulation, 
i.e., that they show a series of ciphers. The posting of each 
transaction involves the following operations : — 

(i) date of transaction is typed in the first col umn , 
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(ii) amount of the balance after the immediately preceding trans- 
action entered in the card should be posted in the column 
‘ balance before each transaction \ 

(in) amount of the transaction itself mil be posted m the column for 
deposits or withdrawals, as the case may be, and 
(iv) amount of the balance after each transaction as shown in the 
cross totaliser will be entered in the proper column. 

If the balance after the transaction difEers from that shown m the slip 
or voucher, a mark should be put against it to draw the attention of the auditor 
to the discrepancy. 

293. The transaction reported m each voucher should be posted in the 
manner described in Article 292 until all the extracted cards belonging to 
one senes have been posted. When this happens, the fact will be indicated 
by the operator coming across a tin plate in the heap of cards. The grand 
total of the amounts of all deposits and withdrawals posted in the cards 
belonging to that series, as shown in the totalisers for the deposit and with- 
drawal columns, will then be posted on the master card (Form No. A. G. P. 
T.-346) and the totalisers thereby cleared of their amounts. The following 
instructions should be carefully followed in carrying out the postings : — 

(i) In case of transfer of an account to another Savings Bank, the 

amount transferred will not be posted in the card proper to the 
account. The amount and other particulars of an account 
transferred to another office will be typed in a dummy card 
(Form No. A. G. P. T.-345-A.) while the proper ledger card will 
be dealt with in the manner prescribed in Articles 305, 306 and 
307. 

(ii) The entries relating to the purchase and sale of Government Secu- 

rities and of interest payments thereon made in the cards should 
be distinguished by typing against them the letters “ P. G. S.”, 

“ S. G. S” or “ I. G. S” respectively. 

(in) The amounts of interest on closed accounts remaining unpaid 
should be posted as a deposit with the word “Interest ” 
noted against each. The operator should also list the amounts of 
such transactions on a separate sheet of paper and post their 
total in the master card so as to obtain the net deposit for each 
series. 

Verification of Posting. 

294. Each entry in the ledger card should be compared with the particulars 

entered in the corresponding voucher or slip, special attention b rug paid* 
to the comparison of the balance after each transaction as shown in the card 
with that copied in the voucher or slip from the journal, vide Article 282. 
Any mistakes that may be found should be carejully investigated and corrected. 
M1IP&T i 
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All corrections should be made by carefully scoring out the wrong entries and 
interpolating f lie correct ones between the lines. In every case m which a 
correction is made in a ledger card, the consequential correction m the master 
card for the s jries must be made at the same time, the number of the ledger card 
being noted in the “ Remarks ” column of the master card. All corrections m 
the ledger or master cards should bear the dated initials of the auditor. 

295. Each voucher representing deposit, withdrawal or other transaction, 
should then be scrutinised to see that the voucher has been properly drawn up, 
the warrants of payment have been duly signed by the Postmaster and receipted 
by the payee, and that the transaction has been effected according to the 
rules prescribed m the Rules for Depositors and in the Posts and Telegraphs 
Manual, Volume VI. Irre ularities detected during audit will be recorded 
and settled according to the procedure prescribed in Article 335 et seq . After 
checking the transactions posted in each card, the interest-bearing balance up 
to the end of the preceding month or months should be brought out in the 
appropriate column of the card. Finally, the auditor should post in the master 
cards the total number of accounts opened or closed in each series during the 
month and compare the total amounts of deposits and withdrawals for all the 
series, as shown in the master cards, with the totals of the corresponding 
amounts of — 

f i) Savings Bank journals ; 

( li) Transfer lists ; 

(tit) List of dead accounts reopened , and 

(iv) Intimations of transactions relating to Government Securities. 

The result of the comparison and the fact of the agreement should be 
entered on the master card over the full signature of the auditor. The master 
card should be passed by the Accountant who should see that no amount is 
kept unposted unnecessarily. It should then be transferred for agreement 
with Head Office Control Accounts, vide Article 323. 

Note I. — If, owing to non-receipt of information from the Postmaster, or any other cause, 
corrections arc made in the journals after the monthly master card has been agreed, the correc- 
tions should not be introduced in the body of the master card, but entered below the total 
with the numbers of the accounts to which they relate and again agreed with the Head Office 
Control Accounts, 

Note 2. — All cards of closed accounts should be kept separately, arranged in serial order, 
in the Section till the interest statements for the year are despatched They may be transferred 
to the record loom after the end of the year. 

Note 3 —After the completion of the audit and the verification of posting of each voucher 

the agreement of the master cards in the manner indicated above, the applications 
or withdrawals and warrants of payments should he separated from the other vouchers and 
formed into separate bundles. The warrants of payments for the final closure of accounts 
should not, however, bo kept in this bundle, but securely pasted on the relevant pass hook. 

Noth 4 — Savings Bank Warrants of Payment, as well as all other vouchers, should be 
initialled by the Auditor checking them. 
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Audit of withdrawals. 

296. A properly prepared and sanctioned warrant of payment has to be 
submitted to audit in support of each withdrawal. It obverse side containing 
the application of the depositor should be examined to see : — 

(1) that it has been drawn up and signed by the depositor or his 

agent , 

(2) that the balance before the withdrawal and the number of account 

have been correctly entered ; 

(3) that, if the name of an agent or a messenger is entered on the appli- 

cation, his signature also appears on the application ; 

(4) that the certificates prescribed in the Rules for the guidance of 

Depositors are furnished where necessary, 

(5) that the amount withdrawn does not include a sum which is less 

than four annas or includes a fraction of an anna [this restriction 
does not, however, apply to payments in final closure of accounts 
or to cases mentioned m Rules 44 (k) and 45 A (e) of Rules for 
the guidance of Depositors]. 

297. The other side of the form constituting the warrant should be ex- 
amined to see — 

(1 ) that all the entries have been made by the Posmaster or an authorised 

member of the Post Office staff ; 

(2) that the pay-order has been correctly filled up, date-stamped and 

signed by the Postmaster or some other officer authorised by 
the Head of the Circle to carry on Savings Bank work for him ; 

(3) that the amount entered in the pay-order corresponds exactly with 

the amount on the application and with that charged in the 
Savings Bank Journal and that it does not exceed the balance 
at credit of the account , and 

(4) that there is the signature of the depositor or his agent or mes- 

senger in acknowledgment of the payment. 

Closing of Accounts. 

29S. In addition to the usual warrant, the final closing of an account 
should be supported by the depositor’s pass book which should he carefully 
examined to see : — 

(a) that the last entry has been initialled by the Postmaster ; 

(6) that the closing entries required by rule have been made ; and 

(c) that the procedure laid down in Rules 450 and 451 of the Postr 
and Telegraphs Manual, Volume VI, has been strictly followed. 

299. A depositor’s account cannot be regarded as closed as long as he has 
Government Securities in the custody of the Accountant General, Posts and 
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Telegraplis. If such an account should inadevertently be closed, the pass- 
book -should be returned to the Postmaster with instructions to reopen, the 
account under its original number, for credit of mterest on the depositor’s 
Government Securities periodically as advised by the Deputy Accountant- 
General Posts and Telegraphs (Government Security Section), Calcutta. 

Interest on Closed Accounts. 

300. While auditing the transactions, the auditor should calculate in- 
dependently the interest for the current year on closed accounts and compare 
the result with the amount passed by the Postmaster and entered in the 
warrant and Journal If the difference does not exceed two annas, the Post- 
master’s calculation should be accepted as correct. If it exceeds that amount, 
the correct amount should be entered in the journal and warrant, and the 
Postmaster asked to arrange for recovery or refund. In the case of accounts 
closed before the receipt of annual interest statements, if the Postmaster shows 
the interest for the whole of the previous year in the column 4 interest 9 for 
the current year, the mistake should be rectified in the journal, and the total 
of the abstract in the fourth week’s journal should bo corrected accordingly, 

SOI. When an account which was treated as 4 Dead ’ is re-opened by the 
Postmaster and shown in his list of dead accounts re-opened, a ledger card 
should be opened anew m the depositor’s name under the old number (or the 
old card, if any, should be taken out) if it was originally a 44 Post Office Savings 
Bank Accounts ”, or under a new number if it was a “District or Presidency 
Savings Bank Account ” or an account of a defunct or any converted Post 
Office. The original balance should be posted in the card in the column fox 
opening balance against an entry 44 Dead account re-opened (date)”, but the 
arrear interest should be entered separately in the card to facilitate the adjust- 
ment referred to in the Note to Article 324. The amount, f.e., the original 
balance, will then be treated as a cash deposit and will be included in the total 
of deposits in the master card against the series to which the account belongs. 

302. Entries in the ledger cards of interest additions and deductions com- 
municated to Postmasters during the year under Article 358, and the arrear 
mterest on the dead accounts under Article 368, should be made in red ink 
below the opening balance in column 2 so that the total amount of interest 
may find place in the agreement made under Article 323. The interest- 
bearing balances entered in column 6 should be altered to the extent of such 
corrections by plus or minus entires in red ink, and the balances in column 5 
should be suitably altered. 

Transfers of Accounts and their Clearance. 

Inland Transfers . 

303. The rules governing transfers of Savings Bank accounts from one 
Indian Post Office to another will be found in Buie 31 of the Depositors’ Rule 
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and Rules 460 to 477 of the Posts and Telegraphs Manual, Volume VI. These 
transfers merely involve a transfer of existing credits from the books of one 
office to those of another and consequently do not affect the cash account or 
the Balance Sheet of the Post Offices concerned or the amount at credit of 
the account head “ Post Office Savings Bank deposits ” in the Government 
account. 

Each debit transfer, i.e., transfer made by one Post Office to another, must 
be responded to in the list of credit transfers of the receiving Post Office, by 
the end of the month following that of transfer and the pairing of each debit 
with the corresponding credit is an essential part of the audit of transfer trans- 
actions. In order that the work may be done promptly and correctly, it 
should be entrusted to a special auditor or group of auditors called Transfer 
clerks, who should also be responsible for collecting and despatching the 
ledger cards of accounts transferred to other Audit Circles, and also for the 
receipt and disposal of ledger cards similarly received in transfer from other 
Audit Circles. 

304. Transfers of accounts are prohibited between the 16th and 31st March 
each year, but if for some reason a transfer does Lake place in that period, the 
auditor should, before transferring the ledger card, ascertain from the auditor of 
the receivmg Post Office (whether in the same or in another Audit Office) 
whether the opening entry has appeared in the list of the receiving Post Office 
for that month. If no such entry is traceable in the same month, the transfer 
should be struck off list for March and included in the list for the first week 
of April, the Postmaster being informed of the correction, and the case reported 
to the Head of the Circle concerned. 

Note. — In the ca?o of accounts transferred mthe ^ginning of a financial year before the 
Post Office has rc eeivod the annual statement of interest foi the past year from the Audit Chfice 
the balanco shown by the transferring office v , ill generally be exclusive of interest In such 
cases the interest should bo added to the balance, and tho receiving Post Oilice advised of the 
alteiation in Form No. A G-. P T.-348. The list of * debit transfers ’ should also bo corrected 
neatly m ink. 

305. As mentioned in Article 281, every Post-Office submits along with 
the Savings Bank Journals separate Journals of all (i) Debit transfers, i.e., 
transfers made by it to other Posh Offices, and (n) Credit transfers, i.e., trans- 
fers to its books from other Indian Post Offices. The amounts of transfer 
should not be posted in the Deposit or withdrawal columns of the ledger cards, 
as the latter are themselves transferred from the account group of the old office 
to that of the new. 

On receipt of the debit transfer journals, green dummy cards are prepared 
in respect of each transfer and sorted serially according to account numbers. 
Ledger cards are then picked out from the cabinet with reference to these 
dummy cards and the balances verified. A red ink line is drawn across the 
first five columns of the ledger card just below the last entry of the caid ledger, ' 
and a vertical line is also drawn on the top of the ledger card just beside the 
name of the transferring office on the left hand side of which * the date of 
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transfer ’ and on the right hand side ‘ the name of the receiving office 9 are 
noted. The ledger cards of the accounts, the balances of which agree, are 
passed on at once to the auditor of the receiving office. The ledger cards of 
the accounts, the balances of which differ from those shown in the debit journals, 
are made over to the auditor of the receiving office after the completion of 
posting for the month. Discrepancies, if any, are notified to the Postmasters 
in the ordinary course in Form. No. A. Gr. P. T.-347. On receipt of the ledger 
cards from the auditor of the transferring office, the auditor of the receiving 
office notes the account number of the receiving office in the green dummy 
card as well as m the ledger card and the date of opening the account in the new 
office in the ledger card. He then returns the green dummy card after initia lling 
in the column provided for the purpose 

In the case of transfers under the jurisdiction of Foreign Audit Offices, 
the procedure for the transfer of the ledger cards is the same except that the 
cards are made over to the transfer clerk who initials in the appropriate column 
of the green dummy card and that the new account number is not noted. 

308, When the credit journals are received, a pink dummy card is prepared 
by the auditor of the receiving office in respect of each account received on 
transfer for which the ledger card has not been received by him. The trans- 
actions entered in the pmk dummy cards are transferred to the respective 
ledger cards as soon as they are received and the dummy cards cancelled. 
The ledger cards received are kept along with other cards of the receiving office 
and the balance transferred is included in the monthly master card. 

Posting c£ transfer transactions. 

Debit Transfers . 

300-A. (a) The debit transfer journals received from the Post Offices 
are prepared in the order of occurrence of the transactions while the Audit 
Office records are maintained in serial order divided into series of 400 accounts. 
The debit transfers as shown in the Post Office Jour nals , c ann ot therefore 
be incorporated into the master cards in respect of each series without splitting 
them up and grouping them into transactions relating to each series. The 
green dummy cards prepared under Article 305 are made over to the machinist 
along with the account cards and the vouchers, after agreeing the balance 
in the manner indicated in that Article. While posting the cash transactions 
in respect of each series, the machinist should post the debit transfer figures 
as per the green dummy cards in a separate list in serial order for each series 
with a view to incorporate the figures in the vertical totaliser under the with- 
drawal column. Then the amounts of deposits and withdrawals for each series 
>hich thus include the debit transfer figures relating to that senes are cleared 
in Hie master card. The separate list should be totalled on the machine and 
the total agreed with that of the Post Office Debit Transfer Journal by the 
auditor. 3 
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Credit Tran sfers. 

(b) As in the case of debit transfers, a list of credit transfers should be 
prepared by the machinist on the machine according to each series, where 
more than one series is concerned for the purpose of inclusion in the master 
card and a final total struck. 

It should be seen that the credits shown in the Post Office Credit Transfer 
Journals tally with those in the Audit Office ledger cases In cases of dis- 
crepancy the figures in the Post Office Journal will be corrected by a reference 
to the corresponding debits of the transferring office m the case of transfers 
under the same Audit Circle and to the lists in form A. G. P T.-349 in the case 
of transfers from the Post Offices under the jurisdiction of other Audit Offices. 
Any corrections found necessary on receipt of cards from the other Audit 
Offices will be made in the respective volumes of the master cards of the suc- 
ceeding month 

Transf&rs to other Audit Circles . 

307. On the completion of the monthly postings and agreement, the weekly 
lists of transfers received from Post Offices should be made over to the Transfer 
clerks The lists of debit transfers should be completed by entering against 
each item the name of the Audit Circle in which the receiving office is situated 
and then arranged according to Postal Circles and names, in alphabetical order, 
of the transferring offices. A list should then be made out, m Form No. A. G. 
P. T.-349, of all accounts transferred to offices m the jurisdiction of each other 
Postal Audit Office and sent to the Audit Office concerned within 4 days from 
the date of completion of audit and agreement. The Transfer clerks of the 
receiving Audit Office should check the ledger cards received from other Audit 
Circles with the covering list The cards should then be distributed to the 
auditors concerned, who should acknowledge receipt in the remarks column 
of the list, which will be recorded in the transfer group. 

Consolidation of Debit Transfers . 

308 The preliminary step in pairing debits and credits is the isolation of ac- 
counts transferred to other Audit Circles. The total amount and number of 
accounts transferred from each office are entered in Form No. A. G. P. T.-350, 
transfers between offices within the Home Audit Circle being shown separately 
from those involving other Audit Circles, and the grand total of the latter 
agreed with the grand total of the amounts appearing in the lists of outward 
transfers sent to other Audit Offices {vide Article 307). 

To the grand total of transfers within the Home Audit Circle should he 
added, in col umn 3 of the Form, the totals of the amounts appearing in the lists 
of transfers received from other Audit Offices, to arrive at the sum that should 
be taken to credit bv the Post Offices in the Home Audit Circle 

Col umn 7 of the current month’s debit transfer lists and column 8 of tha 
previous month’s debit transfer lists should then be totalled and the consoli- 
dated total should be worked out on the consolidated statement of transfers 
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debited. The consolidated statement, the debit transfer lists, and the lists of 
foreign inward transfers relating to each month should then be bound together. 

Consolidation of Credit Transfers 

309. (a) The lists of credit transfers for the month should be similarly 
arranged m alphabetical order and the total number and amount of accounts 
received in transfer in each Post Office during the month should be compiled 
and totalled in Form No. A. G. P. T.-351. 

(6) This grand total should agree with the totals of columns 7 and 8 of 
the debit transfer lists for the current and previous months respectively. 

Clearance of Transfers. 

310. The lists of debit and credit transfers should be compared and each 
credit posted against the corresponding debit in the lists of transfers debited 
or in the lists of transfers received from Foreign Audit Offices in the column 
“ same month ” or “ next month ”, as the case may be, and the date of debit 
noted against each item in the credit list. 

811. Deleted. 

Transfers with Foreign Countries. 

312. Transfers are permitted under certain restrictions between the 
Indian Post Office Savings Bank and the Postal Savings Bank of (i) the United 
Kingdom of Great Britain and Northern Ireland, (n) Irish Free State, (m) 
Union of South Africa, (w) Straits Settlements^) Federated Malay States, (vi) 
Tanganyika Territory, and (vii) Ceylon and the rules governing them will be 
found in Rules 478 and 479 of the Posts and Telegraphs Manual, Volume VX 
Transfers to and from Foreign Postal Savings Banks affect the amounts at 
charge of the head Postal Savings Bank deposits ” and necessary adjust- 
ments have to be made through transfer entries in the Account Office. Foreign 
transfers do not affect the Balance Sheet of the Post Office concerned nor do 
their amounts enter into the cash accounts. 

The actual transfer between India and the Foreign Country is effected 
by the Deputy Accountant General, Posts and Telegraphs, Calcutta, and all 
correspondence with the Foreign Postal authorities is carried on by that Officer. 

All work, both in the Branch Audit Offices as well as in the Calcutta Audit 
Office, relating to transfers of Savings Bank accounts to or from Foreign 
Countries should be treated as * Urgent ’ and any unusual delay in the dis- 
posal of application in the Post Offices should be brought to the notice of the 
Postmaster concerned, and reported, if necessary, to the Head of the Circle. 
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Foreign Outward Transfers . 

PROCEDURE IN BRANCH AUDIT OFFICES. 

313, Applications for the transfer of accounts from the Indian Post Office 
Savings Bank to the Post Office Savings Bank of a Foreign Country are gene- 
rally received in the Branch Audit Office with the Savings Bank Journal but 
sometimes they may be received separately. 

The applications should be compared with the entries in the Journal and 
in the ledger card and scrutinised to see that they are in order and that the 
account is one which can, under the rules, be transferred to a Foreign Country. 
After rectifying the irregularities and verifying the balance of the account 
exclusive of interest for the current year, the auditor should calculate 
independently the interest due upto the end of the month preceding that in 
which the transfer of the account is completed in the Audit Office and convert 
the total amount to be transferred into sterlmg at the rate of exchange in force 
for the issue of fore gn sterlmg money orders m India, on the date of completion 
of transfer of the account in the Audit Office. 

The card ledger account should then be closed with the remark “ trans- 
ferred to the Post Office Savings Bank of ” in ink. All appications should 

be entered in a register in From No A. G. P. T -352 and forwaided to the 
Deputy Accountant General, Posts and Telegraphs, Calcutta, once a week with 
a schedule in Form No. A. G. P. T.-353. The register should be submitted to 
the Gazetted Officer every time applications fox transfer are disposed of. 

Note. — If a depositor has unsold investment certificates or Government Promissory Notes 
in the custody of the Accountant General, Posts and Telegraphs, the so mutt be sold or taken 
delivery of bofoie the transfer can bo made Tut if tbo depe&itoi leaves India without sub- 
mitting an opphcaticn to that effect, tho transfer should be mado, without delay, of tho balance 
as shown m tae Audit Ofhco 1c dger caid and tho amount realised from tho sale of tho securities 
should lx) tiansforied separately 

31 3- A. In cases where the applications for the transfer of Savings Bank 
Accounts to Foreign Post Offices are received from depositors direct m the 
Audit Office they should be sent to the Postmasters concerned with a for- 
warding letter in Form A. G. P, T.-379 for necessary action and the depositors 
intimated (in form A. G. P. T.-380) if necessary. 

PROCEDURE IN THE GOVERNMENT SECURITY SECTION OF THE 

CALCUTTA AUDIT OFFICE. 

314. On receipt in the Calcutta Audit Office, the applications should be 
examined again to see that they are properly filled in, that the balances in 
Indian currency and sterling have been correctly noted and that the depositor 
is entitled to have his account transferred under the rules. 

If in order, the applications should he entered serially, as received, in the* 
Register of Savings Bank Accounts Transferred, in Form No. A. G. P. T.-354, 
for the Country concerned. If any application is found defective, a reference 
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should be made to the Audit Office concerned, and the application should be 
registered only after the defect has been remedied. 

Note. — If the depositor has any Government Securities in the Accountant General’s cus- 
tody, an application for their sale or dehverywill be received in the Government Security Section 
for disposal anil m the event of tho securities being sold, tho sale-proceeds should also be trans- 
ferred to tho "Foreign Country concerned, in the same way an tho ordinary balance 

315 . On every raail-day, a schedule of Savings Bank accounts transferred 
to the Postal Savings Bank of each country should be prepared in duplicate in 
Form No. A G.P T.-355 or 355-A, as the case may be, and both the copies 
despatched to the postal authorities concerned together with the applications. 
The duplicate of the schedule will be received back with a certificate that the 
amounts transferred have been credited to the several depositors m their 
Savings Bank accounts and should be recorded after agreement with the 
register. 

316 . The entries in the several col umns in the register should be totalled at 
the close of every month, and the total amount transferred to each Foreign 
Country from each Postal Circle should he adjusted by a transfer entry debiting 
“ Post Office Savings Bank Deposits The per contra credits for transfers to 
the United Kin gdom of Great Britain and Northern Ireland or to the Irish 
Free State, should be taken to the head “ Accounts between England and 
India ”, and those for transfers to other countries to the head £ Savings Bank 
transfers 5 under * Account with Foreign Governments and Indian States 
which is finall y cleared, on receipt of the Monev Ordex Exchange Account, by 
credit to the proper Remittance head. 

Foreign Inward Transfers 

PROCEDURE IN THE GOVERNMENT SECURITY SECTION OF THE 
CALCUTTA AUDIT OFFICE. 

317 . Weekly schedules, in duplicate, of Savings Bank accounts transferred 
from the Postal Savings Banks of other countries to the Indian Post Office 
Savings Bank are received in the office of the Deputy Accountant General, 
Posts and Telegraphs, Calcutta, accompanied by the depositors’ applications. 
On receipt, the particulars of the applications received from each country 
should be entered in a register in Form No. A. G P. T.-356, the entries being 
arranged according to Postal Circles. The applications should be forwarded 
with a covering letter in Form No. A, G P. T.-378, to the Postmaster of the 
office in which the account is to be opened with instructions to open an account 
in the name of the depositor, or credit the balance to his account, if he is 
already a depositor, and the depositor should be advised to appear at the 
Post Office to' complete the transfer. 

The duplicate copy of the schedule received from Foreign Savings Bank 
authorities should he returned by the next mail for that country, after comple- 
tion of the necessary certificates and an extract from the schedule, in Form No. 
A* G. P. T.-367, showing full particulars of all accounts transferred to the Post 
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Offices in each Postal Circle in India, should be sent weekly to the Audit Office 
concerned. 

The Inward register should he totalled at the close of every month, and 
the total for each Postal Chrcle adjusted by a transfer entry in the Circle con- 
cerned, an intimation of the adjustment bemg sent to the Audit Office as 
in the case of outward transfers. 

PROCEDURE IN BRANCH AUDIT OFFICES. 

318 The entry relating to an Inward Foreign transfer appearing in the 
Savings Bank Journal should be examined with reference to the particulars 
entered in the extract and then taken to the Savings Bank ledger card. The 
date of opening of the entry in the ledger card should he the date on which 
the schedule is received m the office of the Deputy Accountant General, Posts 
and Telegraphs, Calcutta, which will be quoted m the extracts forwarded by 
that office. 

If a new account is opened, Index cards will be received with the journal 
and a new ledger card should be opened according to the usual procedure. 

319. Post OJlces are required to return the application for transfer after 
noting on it the number of the account opened, and the date on which the de- 
positor attended the Post Office to complete the transfer, and the return of the 
application should be carefully watched. On receipt, the completion of transfer 
should be noted agamst the entry in the extract and the applications filed. 
Transfers, which have not been completed by the depositors within three 
months of the date of receipt of the extract, should be reported to the Deputy 
Accountant General, Posts and Telegraphs, Calcutta. 

Sefctleme. t with Foreign Countries. 

320 (a) With Great Britain and Northern Ireland or the Irish Free State . — 
The amounts of transfers between India and Great Britain and Northern 
Ireland or the Irish Free State are adjusted through the head ‘ £ Accounts 

between England and India ” The amount of ~~ schedules should he 

shown on the side of the British Postal Order Account as “ Imprests 
repaid ”, and Ci Imprests received ” and the difference shown as “ Remittance 
on account of Savings Bank transfers 99 

(b) With other countries —-Settlement with other countries is effected 
through the Money Order Exchange Accounts, in which the transfers are shown 
as special items supported by the monthly Savings Bank account of transfers. 
The Branch Audit Office, immediately on receipt of the monthly accounts of 
transfers (Outward and Inward) from the different Administrations, should 
forward them to the Calcutta Postal Audit Office, after verifying the total 

debit t 

with the amount shown in the Money Order Exchange Accounts. The 
to the adjusting head is then transferred to the head cc Remittance ” of the 
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Country concerned The progress m the ad ( ustment of transfers between 
India and other countries is watched through a register maintained in the 
office of the Deputy Accountant General, Posto and Telegraphs, Calcutta. 

Control Accourts. 

321. Agreement between the total amount of deposits, withdrawals and 
balances at the credit of all Savings Bank accounts in each Post Office and 
the corresponding amounts appearing in the Circle Abstracts is secured through 
a Control Account for the year, maintained separately for each Head Post 
Office. The Control Account is opened by enter ng the number of Savings 
Bank accounts open and the total amount at their credit at the end of the 
preceding year, in Form No. A G. P. T -358, in which the progressive figures 
should be worked out and proved month by month as described in Articles 
322 to 332. 

332. The number of accounts opened, closed and transferred, and the 
number and amount of all transactions, including transfers, occurring in each 
month, should bo posted each month from the documents mentioned below : — 

(а) The number and amount of cash transactions as well as the number 

of accounts opened or closed by cash should be posted from the 
abstract prepared on the last page of the last week’s journal of 
Savings Bank transactions of each office {vide Article 283). 

(б) The number of accounts as well as the balance transferred to, or 

received in transfer from, other Post Office Savings Banks in 
India should be taken from the lists of transfers debited or 
credited after they have been checked and consolidated in the 
manner laid down in Articles 307 to 311. 

(c) The number and balance of accounts transferred to, or received 

in transfer from, Foreign Post Office Savings Banks should be 
taken from the registers and schedules relating to foreign out- 
ward and inward transfers. 

(d) The number and balance of dead accounts reopened should be com- 

piled from the lists of dead accounts reopened {vide Article 368) . 

(e) The amounts involved in the sale and purchase of Government 

Securities as well as the amounts of interest payment orders 
should be obtained from the individual intimations and payment 
orders received from the Government Security Section of the 
Calcutta Audit Office. The individual amounts should be com- 
piled into monthly totals, which should be included in the Control 
Account. 

a (/) The total amount of interest on closed accounts, the net amount 
of interest additions and corrections and the total of arrear 
interest on dead accounts re-opened, should be included in 
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the Control Account as a deposit once m every two months in 
respect of those offices only whose two-monthly verification has 
been effected. 

323. The monthly postings in the Control Accounts should then be totalled 
and the number of accounts open and the total amount at their credit worked 
out. The monthly totals so worked out should then be compared with the 
corresponding figures in the master card for the Post Office and discrepancies 
intimated to the auditor concerned for reconciliation. On the figures being 
reconciled, the master card should be signed by the clerk in charge of the 
Control Accounts 

Note 1. — Tho interest on closed accounts entered in the master card should bo noted in 
the Control Account as a deposit with the woids “ Interest on closed accounts ” before it. 

Note 2. — A Memo of verification of balances for each offico m Form No. A. G. P. T.-346 
will be sent to tho clerk m charge of the Control Accounts once in two months along with the 
master oards for the month Ho should see that the closing balance bhown in tho voiifi cation 
memo agreeB with that shown m the Head Office Control Account and initial it in token of 
agreement. 

324. After all the master cards for a mouth of all the offices in a circle have 
been agreed, the total interest on closed acoounts of tho whole cirole should be 
worked out on the reverse of a transfer entry form and the total amount ad- 
justed by credit to “ Savings Bank Deposits ” and debit to ff Interest on other 
obligations — Interest on Savings Bank deposits ”, the deposits as per detail 
books being made to agree with the entries in the Head Office Control Account, 

Note. — Similarly the arrear interest on dead accounts re-opened and tho interest addi- 
tions and corrections during the month should be adjusted by transfer entries every month 
before the Control Account is closed for the month. 

Proving with Detail Book. 

325. The figures appearing m the Control Account of each Post Office 
included m the same Circle should then be consolidated in Form No. A. G. P. T.- 
358 to obtain the totals for the entire Circle which should be reconciled with 
the corresponding figures in the Detail Book of the Circle and the consolidated 
statement of transfers referred to in Articles 308 and *309. 

It should be noted that the amounts appearing in the Circle Detail Books 
consist of (1) the total cash deposits and withdrawals shown in the monthly 
cash accounts, (2) the net result of the transfer entries made in the Audit Office, 
on account of dead accounts reopened as well as for other causes, and (3) the 
total of all transfer entries made in the Office, on account of transfers to and 
from Foreign Savings Banks and on account of Government Securities (value 
and interest). 

Proving with General Abstract. 

326. A register in Form A. G. P. T.-359 should be maintained in each 
Audit Office for the reconciliation of Savings Bank figures with the Detail 
Books. 
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As soon as the accounts of a month are closed, the Postal Accounts Section 
should send to the Savings Bank Section a statement in Form No. A. G. P. T.- 
359- A showing, for each circle, deposits and withdrawals in cash, and the addi- 
tions and deductions resulting from transfer entries including Central Office 
adjustments. The register should be posted from this statement and from 
the monthly consolidated statement referred to in Article 325, any differences 
between the two sets of figures being explained in the last column. If the 
difference be due to any error or omission of adjustment, a transfer entry should 
at once be prepared and forwarded to the Postal Accounts Section, the number 
of the entry being noted in the explanation. 

327 . The Government Security Section of the Calcutta Postal Audit Office 
should forward to each Audit Office monthly statements (Form No. A. G. P. 
T.-238) showing the total amounts adjusted on account of purchase and sale of 
Government Securities and of interest thereon. If the totals arrived at from 
the detailed intimations do not agree with the figures intimated, and the differ- 
ence cannot be located, the Calcutta Audit Office should be requested to 
explain it. The Government Security Section should also forward to the Audit 
Offices a statement in Form No. A. G. P. T.-377 showing the total adjustments 
in the office of the Deputy Accountant General, Posts and Telegraphs, Calcutta, 
on account of inward and outward foreign transfers not later than the 25th 
of the next month. These figures should be agreed with the figures arrived 
at from the extracts of schedules of inward transfers and the register 
of outward transfers. The register should be reviewed by the Accountant 
in charge of the Savings Bank Section and placed before the Gazetted Officer 
on the 10th of each month. 

328 . On completion of the reconciliation, an extract from the register 
should be sent to the Accountant General on the 10th of the third month follow- 
ing the month of account, which should show, in red ink in the first col umn , 
the amounts included in the Savings Bank books on account of — 

(a) Purchase of Government Promissory Notes, 

(b) Sale of Government Promissory Notes, 

(c) Interest on Government Promissory Notes, 

(cE) Transfers to and from Foreign Post Office Savings Banks. 

A second memorandum containing the latest figures for the month of 
March each year should he submitted to the Accountant General so as to reaoh 
him not later than 15th August, in addition to the usual monthly in tim ation 
on the 10th June. 

Note. — Interest on, and sale proceeds of, Investment certificates should U dealt -with as 
interest on, and aale-procedds of, PicmiEEOiy Notes. 

' 389 . On receipt of the extracts in the Accountant General’s Office, the 
figures shown in the columns “ as per Savings Bank books ” should be compiled 
in columns 3 and 6 of a register in Form No. A. G. P. T.-360. The figures as 
per Detail Book should be posted in columns 2 and 5 from the General Abstract 



135 


Chap. 5.] 


SAVINGS BANK. 


[330 — 333 


and the difference worked out in columns 4 and 8 and explained on the reverse 
of the form. This register should be reviewed by the Accountant in charge 
of the Book Section, and placed before the Gazetted Officer for review. 

330. A verification of the closing balance of each account should be made 
once in every two months to check whether the transactions have been posted 
in ledger cards correctly. The Post Offices included in each audit group should 
be divided into two sets, so that the verification in respect of each set may be 
made every alternate month and all the offices in the group may be verified 
every two months. 

Note. — The first two-monthly verification of April and May accounts may be suspended 
at the discretion of the Deputy Accountant Genoral if the rush of annual work does not admit 
of its being carried out. 

331. The verification should be undertaken after the ledger cards have 
been replaced in the cabinet on completion of audit of the accounts for the 
fourth week. All the cards of the offices due for verification should be extracted 
and made over to the operator for listing on the Accounting machme after 
inserting tin-plates at the end of each series. The operator should list and 
total the closing balances separately for each series of accounts, the number 
of accounts being typed at intervals of, say, forty or fifty accounts. 

Note. — The amounts transferred every month from Dormant lodgers to live cards as shown 
m the Broadsheet in Form No A. GL P. T-372, should bo taken into account at the time of 
verification. 

332. The total for each series as certified by the operator should be com- 
pared and should ordinarily agree with that shown in the Memorandum of 
verification for the month. In case of disagreement, the auditor should locate 
the mistake by referring, if necessary, to the cards, posting slips, and previous 
compilation, etc. After reconciliation, he should sign the verification memo- 
randum, in token of agreement and pass it on, along with the master card, 
to the Head Office Control Account Keeper. 

Statistical Returns. 

333. The following statements should be prepared and sent to the 
Central Office on the dates mentioned in each item . — 

(1) Memorandum of monthly reconciliation with Detail Book figures 

to be sent not later than the 10th of the third month following 
in Form A. G. P. T.-359. 

(2) A monthly statement showing the number of transactions under 

ff Deposits, Withdrawals and transfers ” separately and another 
showing the amount booked under “ Deposits and Withdrawals ” 
as per Detail Book should be sent so as to reach the Central 
Office on the 13th and 27th respectively, of the month following 
the month of account. • 

(3) Annual statement of Savings Bank transfers (Inland), to be sent 

not later than the 12th July. 
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The entries in the ledger card in the case of short payment or overpay- 
ment of interest should be as follows : — 


Interest. 


Correct amount 
Short paid • - 

Actual payment 

Correct amount 
Overpaid 

Actual payment 


Rs. 

A. 

p. 

0 

3 

0 

0 

0 

0 (in red 



ink). 

0 

2 

6 

0 

2 

0 

0 

0 

6 

0 

2 

6 


888. The interest actually paid by the Postmaster (as shown m Article 
337 against the entry “actual payment ”) should be entered m the master 
card. If these mistakes occur frequently in the accounts of any one Post 
Office, the Postmaster's special attention should be drawn to them and or 
report should be made to the Head of the Circle requesting him to take suit- 
able notice of the Postmaster’s carelessness. 

339. Short payment or overpayment of principal (not exceeding two 
annas) should be dealt with as follows : — 

The correct amount that ought to have been paid should be shown in 
the ledger card as a withdrawal and the account closed. The 
master card also should show the correct amount payable, 

Bach item of such short payments or overpayments should be entered 
in a register of objections waived (Form No. S. Y.-265), and 
maintained by the clerk in charge of the Control Accounts 
(one register for each Postal Circle). The register should be 
initialled by the Accountant of the Section as each entry is 
made, and by the Gazetted Officer monthly on the 25th. 

34 Q After the postmgs of each month’s transactions are completed and 
all such petty objectionable items entered in the register, the latter should be 
totalled and the net resulting amount of short payments or overpayments 
should he adjusted by a transfer entry crediting or debiting “ Fees and Other 

Receipts Other Items ” or “ Abstract J. Y. — Miscellaneous Postal Expenses 

Losses, etc,, written ofi — Irrecoverable over payments ”, as the case may 

be On the SavingB Bank side, it should be shown as addition to “ Savings 
Bank withdrawals ” in case of short payment or deduction therefrom in case 
of overpayment. 

340-A. Items of objection on account of short payments or overpay- 
ments of sums exceeding annas two but not exceeding Re. I in respect 
Principal and Interest may be waived when the correspondence thereon tends 
to become protracted and the items do not disclose any wilful neglect of duty 
on the part of any Postal Official and do not form one of a series pointing 

miip&t 
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to a systematic fraud. Items exceeding Re. 1 but not exceeding Rs. 5 may 
also be waived by the Deputy Accountant General if, after correspondence 
with the executive officers concerned, it is found that the recovery is practically 
impossible and that there is not sufficient reason to press for serious discipli- 
nary action. The items waived should be entered in a register in Form 
S. Y.-265 and the amount should be totalled and adjusted monthly by transfer 
entry. The entries in the register should be attested by the Senior Account- 
ant and reviewed monthly by the Gazetted Officer 

341. Particulars of amounts waived under Article 339 should be entered 
on the last page of the fourth week’s Savings Bank journal, below the abstract 
referred to in Article 283, before it is made over to the clerk in charge of Head 
Office Control Account. The net result for each Head Office Savings Bank 
should be worked out from the register by the clerk in charge of the Head 
Office Control Account and noted on the reverse of the adjusting transfer 
entry, and after this is passed, it should be taken in the Head Office Control 
Account with a plus or minus entry, under withdrawals 

342. When an item of unpaid or short-paid interest on a closed account 
appears in the Cash Account, the credit should be taken to the head “ Fees 
and Other Receipts— Other Items ” and if a depositor should at any time 
claim payment of an amount so credited, the debit should he taken to the head 
“ Deduct — Refunds ”, the corresponding credit m the schedule of Unclassified 
Receipts being first traced. 


Review o! Audit. 


343. (a) The test-review to be done daily by each of the Savings Bank 
Supervisors and Accountants should be as follows : — 

Supervisors. 


(1) Check of Payments with warrants and ledger cards 

(2) Check of Interest-bearing Balances 

(3) Check of Admissibility, etc., of new accounts 

(4) Check of Entries in the ledger cards with revised Index oards 

Accountants. 


. . 15 items a day. 
. . 15 items a day. 
. . 5 items a day. 

. . 2 items a day. 


(1) Check of Payments with warrants and ledger cards . . .6 items a day, 

(2) Check of interest-bearing Balances . . , 5 items a day. 

(3) Check of Admissibility, etc., of new accounts . . . . 2 items a day. 

Exception . — The test review work maybe suspended from the 24th April 
to the 15th June. 

■W ,B.— With the permission of the Head of the office, the aggregate of the week’s review 
may he conducted once in a week if this arrangement is considered convenient. 

(b) Each Supervisor should examine daily one drawer of the cabinet to 
see that the cards are in serial order. He should also examine the desk of 
one auditor each week and should show in his diary : — 

(i) the name of the clerk whose desk was examined, 
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(ii) the date on which the desk was examin ed, 

(in) the oldest dates of pass books, index cards, applications for with- 
drawal and warrants of payments, applications and advices of 
transfer, letters, and any other documents found with the clerks 
and whether these are or are not behind the due dates. 

The desks of the auditors and the almirahs m the Section will also be 
examined by the Accountants. 

(c) Each Supei visor and each of the Accountants will maintain a diary in 
Form No. A. G. P. T.-444, in which the results of their review should be 
recorded. All the diaries should be submitted to the Gazetted Officer in 
charge every Monday. 

Note 1. — The review should not be confined to the ledger cards of a particular volume or 
office for a whole week , it should be so arranged that the cards of different volumeB and offices 
come under review from tune to time. 

Note 2 — The items to be reviewed by Accountants should be selected from out of those 
checked by Supervisors 


Calculation of interest on Savings Bank Accounts. 

844. Interest on the balances at credit of Savings Bank accounts is allowed 
at the rate prescribed by the Government of India from time to time (vide 
Article 349) and is calculated in the Audit Office once a year after the transac- 
tions for the month of March have been posted into the ledger cards and the 
postings have been proved. As stated in Article 295, the amount on which 
interest has to be paid each month is calculated and entered in the ledger 
account at the time the ledger postings are audited. For the annual calcula- 
tion, the interest-bearing balances for the months of the year are totalled 
and the total amount of interest due for the whole year is calculated by apply- 
ing to the sum of the interest-bearing amounts the monthly rate of interest 
fixed by Government. The amount of interest on each account open in a 
Head Post Office is then compiled into a statement in Form A, G. P. T.-364 
and despatched to the Postmaster after the correctness of the compilation 
has been proved. 

345. In order that the annual calculations may be finished within a 
reasonable period and the interest statements despatched to Post Offices by 
the due date, the work should be distributed amongst the entire staff of 
the Savings Bank Section. It may even be necessary to entrust a portion 
of the work to such members of other sections of the office as may be willing 
to undertake the work m addition to their normal duties. The Accountant 
in charge should formulate his proposals for the distribution of the total 
number of accounts between the Savings Bank Section and the staff of other 
sections m the first week of February of each year and obtain the orders of 
the Deputy Accountant General. 
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Persons entrusted with the annual work are eligible for overtime allow-' 
ances at such rates and such conditions as may he authorised by the Govern- 
ment of India. 

Note,— Sorters and Journal clerkB attached to Savings Bank groups should not be 
included in the general distribution amongst the men of the Savings Bank Section but may 
be allotted, at the discretion of the Deputy Accountant Geneial, as many accounts as they are 
prepared to undertake in addition to their normal duties. 

346. Members of the Savings Bank Section are expected to deal with the 
following numbers of accounts during the period allowed for the annual 
closing and calculation of interest * — 


Auditors . . 


Head oihee ledger keepers 
Transfer Register clerks 
{Supervisors 
Record Clerks 


8.000 each (cards 
and dormant 
ledgers.) 

6.000 

6,000 

2,000 
3,000 


The numbers given above represent the minima expected of the various clerks 
and there is no objection to an y clerk undertaking a larger number if he 
volunteers to do so. 


Volunteers from other sections should be allotted as many accounts as 
they are prepared to undertake in addition to their normal duties. 


346-Jk The Savings Bank Annual Interest statements should not be 
sent out unless the original interest calculations of 20 per cent, of the total 
number of accounts both ‘ live ’ and c dormant 5 of all the Post Offices have 
been checked. A lower percentage may however he fixed by the Deputy 
Accountant General if insistence on 20 per cent, is likely to involve delay 
in the issue of interest statements, but it should never be less than 10 per 
cent. The checkers should always he men of the Savings Bank Section only, 
preferably the Supervisors and Auditors of groups. The auditors of the 
Central Account Group may also be utilised for the purpose if considered 
necessary. 

A record of the accounts checked should be kept by each checker in a 
list concurrently with the check itself. The lists should be submitted weekly 
to the Gazetted Officer in charge till the interest statements are ready for 
despatch, when a certificate to the effect that the required percentage of 
accounts has been checked should be recorded on the office copies of the 
Interest Statements. The lists and the Interest Statements with the certifi- 
cate, should be submitted to the Gazetted Officer along with the forwarding 
letter referred to in Article 357. The lists should finally be kept attached 
to the office copies of the Interest Statements. 

Note. — The Senior Accountant of the S. B. Section should check interest entries of 3,000 
accounts in addition to his other duties and the Accountant, or each of the Accountants uhen 
there is more than one Accountan£7*fchould check 6,000 accounts. The accounts checked by 
the Senior Accountant and the Accountant, should include an adequate number o± those check- 
ed by Supervisors and Auditors and this check should he completed before the interest State- 
ments are sent out. They are not entitled to overtime allowances for checking interest 
calculations. 

* 
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347. The distribution of annual work to the various assistants in and 
out of the Section should, after approval by the Deputy Accountant General, 
be entered in a separate manuscript register showing the name of the 
individual, the name of the Head Post Office, the numbers of the series allotted 
to him and the number of cards taken and returned by him with dates thereof. 
In case of loss of any card, it should be possible for the Deputy Accountant 
General to fix responsibility on the proper person and to take such discipli- 
nary action as he may consider necessary It should be seen that all the 
cards are returned to the group when the interest statement is ready for 
despatch. 

348. The interest s tatments should be despatched to the Post Offices by the 
7th June each year at the latest. The dates shown in the subjoined table fixing 
the periods for the completion of difEerent stages of the annual work as well 
as the current work should be adhered to. Actual progress of the work shown 
against these dates should be watched through a special register which 
should be submitted to the Head of the Office every Monday. The due 
dates shown in the table should be incorporated in the “ State of Work 
Report ” for the months to which they relate. 


Item 

No. 

Details of Work. 

Due date for 
Completion. 


ANNUAL WORK. 


1 

Interest calculation, closing, listing and totalling interest state- 

20th April. 


ments of Dormant Ledger Accounts. 


2 

Interest calculation and closing of live accounts 

14th May. 

3 

Checking of interest calculations 

31st May. 

4 

Listing and totalling of interest statements of live accounts 

22nd May. 

5 

Final agreement of balances on 31st March 

31st May. 

6 

Despatch of interest statements 

7th June. 


CURRENT WORK. 


7 

Completion of audit, etc., of April accounts 

26th June. 

8 

Completion of audit, etc., of May accounts 

12 th July. 

9 

Completion of audit, etc , of June accounts 

26th July. 

10 

Verification of balances at the end of June 

5th August. 

11 

Completion of audit, otc , of July accounts 

24th August. 

12 

Verification of balances at the end of July 

31st August. 


349. Interest at the rate notified by the Government from time to time 
is allowed for each calendar month on the lowest balance (complete rupees) 
at the credit of an account between the close of the fourth day and the end 
of the month, subject to the annual and maximum limits that may be 
prescribed from time to time in the Rules for Savings Bank Depositors. 

Note I. — In the case of deposits contemplated in Notes 3 and 2 under Rules 10 and 11 
respectively of the Rules for the guidance of Depositors, interest is allowed on the excess over 
the prescribed maximum and annual limits. 
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Note 2. — The rateB of interest in force from time to time ax© as follows : — 


Period. 


Rate. 

Authority. 

From 1905 to 3 1 st October 1933 

. 3 per cent, 

per annum. 

Government of India, Finance 
Department Resolution No. 
500 (Post Office), dated 
the 11th March 1906. 

From the 1st November 1933 to 30th 
June 1936. 

2* 

1 

i* 

Government of India, Finance 
Department Resolution 

No D -6980-F., dated the 
1 4th September 1933. 

From the 1st July 1936 

.. 2 

rt 

Government of India, Finance 
Department Resolution 

No D -3361-F., dated the 
I5th May 1936. 


850. The following are exceptions to the general rule that interest is 
allowed on the balance of the account opened by a depositor in his name or on 
behalf of a minor, up to a limit of Es. 5,000. 

(i) The maximum limit of deposits in a minor’s account, has been raised 

from Rs 1,000 to Rs. 5,000 with effect from 1st April 1933. 
This limit can only he reached by annual deposits as laid down in 
Rule 10 of the rules for the guidance of depositors in the Post 
Office Savings Bank. In calculating interest on the balance at 
credit, the following instruction should be observed . — 

The legitimate excess balance on 31st March 1933 under Note 1 to 
Rule 11 of the Savings Bank rules should carry interest and 
any excess balance on 1st Ap.il 1933 due to any infringement 
of any of the Savings Bank rules should not carry interest. 

(ii) In the case of Public Accounts the mn/ximnm interest bearing 

balance is Rs. 10,000. 

(iti) In the case of Regimental Police and other conjoint accounts 
individual Teacher’s Provident Fund Account and other 
Miscellaneous accounts opened under Rule 45-B (c), and 45-B (e) 
and 45-B (g ) of the Savings Bank rules, there is no maximum 
limit. Interest will be allowed on the total balance at credit. 

Explanation 1 . — The privilege enjoyed by depositors prior to April 
1888, of opening an account in the Post Office Savings Bank 
while another account was in existence at a Presidency Sav- 
ings Bank, and vice versa, was not withdrawn in the case of 
the Presidency Savings Bank, Bombay, till the end of July 1891, 
The limit of Rs. 5,000 for an ordinary account and Rs. 1,000 fo r 
a minor’s account should not, therefore, be applied to accounts 
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opened in the Presidency Savings Bank, Bombay, np to July 
1891 and subsequently transferred to the Post Office. 

Explanation ?. — In calculating the gross limit of deposits m the cases 
referred to in clauses (1) and (2), the following instructions should 
be observed : — 

Deposits are allowed in respect of such accounts, up to the yearly 
limit of Rs. 760 and the maximum limit of Rs, 5,000, without 
taking into account the balance transferred from the District or 
Presidency Savings Bank. Thus a person, whether previously a 
depositor in the Post Office Savings Bank or not, whose District 
or Presidency Savings Bank account was transferred to the 
Post Office, could continue to deposit money under the ordinary 
conditions of the Post Office Savings Bank rules irrespective 
of his transferred balance, e.p., if the amount transferred from 
the District or Presidency Savings Bank was Rs 3,000, the 
depositor is still entitled to make further deposits, provided 
that the whole amount of his account does not exceed at any 
time Rs. 6,000, plus the balance transferred from the District 
or Presidency Savings Bank. The limit of an account trans- 
ferred from the District or Presidency Savings Bank will be 
reduced below Rs. 5,000 plus the amount actually transferred, 
when the depositor withdraws more than the amount at his 
credit exclusive of his District or Presidency Savings Bank 
balance, i.e., when he trenches on the balance transferred. In 
such a case the excess over the balance directly deposited in the 
Post Office Savmgs Bank is taken m reduction of the original 
District or Presidency Savings Bank balance and the latter 
balance can never be restored to its original amount by means of 
subsequent deposits. In the example given above, if the 
depositor had already at his credit in the Post Office Savings 
Bank a balance of Rs. 1,000, the transfer of his District Savings 
Bank account to Post Office raised his balance to Rs. 4,000 and 
he has, subject to the general rules, the right to deposit further 
sums so long as the gross limit of Rs. 6,000 plus Rs 3,000 is not 
exceeded. But if the depositor were to withdraw Rs. 1,500, 
when his amalgamated balance is Rs. 4,000, then his District 
Savmgs Bank balance would have to be reduced by Rs. 500 
and the maximum limit of the account would, for the future, be 
not Rs. 8,000, but Rs. 7,500 (D. G.’s Cir. No. 38, dated the 5th 
September 1890). 

Note 1. — Where accounts are closed by order of the Deputy Accountant General or of 
the Head of the Circle, no interest will be allowed beyond the end of the month preceding«the 
date of issue of the Postmaster’s notice to close the account. 

Noth 2. — In the case of accounts of deceased depositors no interest will be allowed from 
the first of the month in which the notice of the closure of the account is issued by the Head of 
the Circle. 
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Note 3. — Interest on Security Deposit acoounts is allowed only up to the end of the month 
preceding the date of notice fiom the pledgee that the deposit is no longer required as security, 
that is, the date from which the account losses its character as a security account. But m the 
case of a security account closed on the death of a depositor, interest is allowed up to the end of 
the month preceding the date of the notice issued by the Head of the Circle [t ndt Rule 424 (6) 
of the Posts and Telegraphs Manual, Volume VI]. Also m the case of accounts opened by Gov- 
ernment Officers on behalf of subordinates, etc , the date of the application for withdrawal will 
be considered as the date of cancellation of the security, and interest will be allowed up to the 
end of the preceding month. 

Note 4. — Interest on individual Teacher^ Provident Fund Accounts ceases to acciue from 
the fir*t day of the month m which the order for final withdrawal of the balance at credit is 
issued by the Conti oiling Authority. 

351. In the cases referred to in the several clauses of Article 350, appro- 
priate notes should be entered in red mk in the corrected ledger cards above 
the heading, the information regarding the original balance transferred from 
the District or Presidency Savings Bank and the lowest balance to which this 
has been reduced by subsequent withdrawals in accordance with the explanation 
in Article 350 being obtained from the old ledgers on record m the Audit Office 
and from the Postmaster. 


352. When the supplemental journal for March has been received and 
posted and the master card for March has been agreed, the closing entries for 
the year will be made m the ledger cards in the manner indicated below : — 


Date. 

Opening 

balance. 

Deposits. 

With- 

drawals. 

Closing 

balance. 

Interest 

bearing 

balance. 

Name, 

etc. 

1926-27. 
Apnl I at 
June 3rd 
July let . . 

1 

Rs. a p. 

200* *0 0 
100 0 0 

1 

Rs. a. p. 
200 0 0 

l 

Rs. a. p. 

ioo*’o 0 
50 0 0 

Add I j 

O.B, 27 28 j 

i 

Rs. a. p, 
200 0 0 
100 0 0 
50 0 0 

2 6 0 

Rs a. p. 
400 0 0 
100 0 0 
450 0 0 


950 0 0 

1 

52 6 0 

i 


“I” means Interest. 


, “0. B.” means opening balance. 

Note. — The transactions made at branch ■ " 1 ' davs of March and mclud- 

•™lcuk« ? k? 8 * th ° Head ?/ ’ ■ puqiosw of Interest 

TS,” posted in the lodger m pencil ana me louovmg note recorded m the remarks 

Sffic^n dam Ks 1 Stat0m “ t of taterest •— Balance inclusive of transaction made at branch 


Preparation of Interest Statements. 

353. After the ledger cards have been closed in the mmn & T prescribed in 
Arfcjcle 352, the operator should compile in duplicate the Interest Statement 
in Form A. G. P. T.-364 directly from the cards. To facilitate agreement, a 
separate statement Bhould be prepared and totalled for each series of ledger 
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354. The correctness of the total closing balance of each series should be 
verified by working it out independently from the figures for the opening 
balance of the year and the transactions of the series as recorded in the monthly 
master cards. The reconciliation will be made m Form A. G. P. T.-365. 

After the number of accounts and the total closing balance of each series 
have been verified, the figures for all the senes m a Head Office should be con- 
solidated m Form A. G. P T.-346 and agreed with the corresponding figures in 
the Head Office Control Account. 

355. The interest statement and the list of Dead Accounts (Article 364) 
should be made over to the clerk in charge of the Head Office Control Account 
who should check the closing balance for the previous year, total deposits and 
withdrawals during the year, number of accounts opened and closed during the 
year, interest on closed accounts, total of interest additions and corrections 
and interest on dead accounts reopened, with the figures in the Head Office 
Control Account and the registers maintained in his group ; if these agree he 
should post the following particulars in the Head Office Control Account, in 
order to arrive at the total amount of interest for the year to be Added to the 
balance on 31st March 

CO Interest on active accounts (as per column 3 of statement, Form 
No. A. G. P, T.-364). 

[n) Interest on accounts transferred to Dead account ledger, 

(iii) Total amount transferred to Dead account ledger. 

(iv) Number of accounts transferred to Dead account ledger. 

Note. — After the Control Accounts of all the offices in a Circle have been posted, the total 
amounts of items (*) and (n) -will be adjusted by transfer entry to the credit of Savings Bank 
Deposits ” by debit to “ Interest on other Obligations — Interest on Savings Bank Deposits ” ; 
ana the total amount of itora (ui) mil be adjusted, to credit of “Deposits — Dead Accounts — 
■Savings Bank ” by debit to * 1 Savings Bank Deposits ”, 

356. The clerk in charge of the Head Office Control Account should then 
certify that the various items in the final agreement have been checked and 
agreed by him. After this is done, the statements (Forms Nos. A, G. P. T.-364 
and 367) should be made over to the Accountant in charge, who should see 
whether the agreement has been correctly worked out, and then send them 
to the Gazetted Officer for signature. 

Note. — The Accountant should see that a certificate to the effect that either there are no 
items of minus balance or if there are any due action has been taken to adjust them, has been 
recorded by the auditor m the annual verification and agreement sheet. 

357 . After the agreement has been checked and the statement passed by 
the Gazetted Officer, the statement in Form A. G. P. T.-364 should be hound in* 
volumes of convenient size, and despatched with a forwarding letter in Form 
A. G. P. T.-368 to the Postmasters concerned, together with the list of dead 
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accounts in Form A. G. P. T.-367 (vide Article 364). Tlie statement should 
be despatched not later than 7th Juno of each year (vide Article 348). 

Note. — A Manuscript Register for watching the receipt of certificates from Post Offices* 
presen bed m Rule 490 (3) of the Posts and Telegraphs Manual, Volume VI, should be main- 
tained with the following particulars — 

(1) the names of Post Offices rendering the certificates. 

(2) due date of receipt, 

(3) particulars of reminders, 

(4) actual date of receipt, and 

(5) how disposed of 

The Register should be submitted to the Gazetted Officer for review on the 
1st September and fortnightly thereafter till all the certificates are received 
and disposed of. 

358. When interest on an account has been incorrectly passed in the annual 
statement of interest and balances, and the error is detected before the des- 
patch of the transfer entries for March final to the Postal Accounts Section, 
the Auditor will correct his books in red ink and direct the Postmasters con- 
cerned to correct the annual statement of interest and balances. No correc- 
tion is permissible after the transfer entries have been sent ; but whenever it is 
necessary to communicate arrears of interest or to correct amounts entered in 
the annual interest statement, a letter in Form No. A. G. P. T.-369 should be 
sent to the Postmaster concerned. 

Note 1, These letters should be numbered in consecutive annual senes for each group 
and entered in the register prescribed m Article 359 with the distinguishing letters T. A. (meaning 
interest additions) and the initial letter of the Circle entered below. The register will be sub- 
mitted to the Accountant with each letter, and the entry m the register will be initialled by him 
when he passes the letter. 

Note 2 When a difference (short or excess credit), which does not exceed one anna, is 
discovered in the amount of interest advised m the annual statement, it should be ignored alto- 
gether and no subsequent correction should be made unless a complaint is received from the 
depositor. 

Note 3.— Corrections on account of interest, either excess or short, should not be carried 
back beyond six preceding account years. 

359. A register of the amounts advised to Postmasters as additions to or 
deductions from the depositors’ ledger cards and pass books under Article 358 
will be kept for each group in Form No. A. G. P. T.-370. The register will be 
totalled each month when the Head Office Control Account is being posted, 
and the amount of additions communicated during the previous month less, 
the amount of interest passed in excess together with the interest on closed 
accounts and arrear interest on dead accounts re-opened will be adjusted by 
means of a transfer entry crediting M Savings Bank deposits 93 and debiting 

Interest on other Obligations — Interest on Savings Bank deposits 37 . 

360. If the correction is made to set right interest passed in excess in the 
previous interest statement, the letter of advice to the Postmaster issued 
under Article 358 will be altered, and the Postmaster will be instructed to 
^deduct the amount from the ledger and pass book. If, however, the fact of 

interest having been passed in excess is detected in the Audit Office when an 
account is closed, but it is found that only the correct amount of interest has 
been paid by the Postmaster, he should be asked to make a note in the annual 
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statement of interest in which, the mistake occurred. Such amounts will be 
entered in the Interest Adjustment Register as minus entries in red ink, so 
that the net amount only of the total amount communicated will be adjusted 
a* laid down in Article 359. 

Dead Accounts and Dormant Accounts. 

361. In certain circumstances Savings Bank accounts in which there have 
been no transactions for a period of four complete years cease to remain open and 
are classed as Dead Accounts which cannot be operated upon unless their 
reopening is formally sanctioned by the Head Postmaster. The Audit Office is 
required to notify to the Postmaster which accounts borne on his ledger are to 
be treated as Dead Accounts and the preparation of the lists of Dead Accounts 
should be undertaken after the annual interest calculations have been com- 
pleted. 

To facilitate the preparation of these lists and also to relieve the ledger 
cabinets, Savings Bank accounts m which there have been no transactions 
other than an entry of the annual interest, for a period of one year, are treated 
as Dormant Accounts. 

362. Once in every three years after completing the interest calculations, 
the ledger cards for each office should be examined and the cards of all accounts 
in which no transactions have taken place from the beginning of the immediately 
preceding financial year should be separated from the rest. The cards for 
live accounts should be replaced in the cabinets, the series being rearranged, 
if necessary, and the cards relating to Dormant accounts should be entered, 
in . a Dormant ledger m Form No. A. G. P. T.-371. The fact of the account 
being treated as Dormant from that date should also be noted on the ledger 
card. The cards and the Dormant ledger should be put up to the Supervisor 
who will test check 10 per cent, of the accounts copied in the Dormant ledger 
with the relevant cards and put his initials and date against the entries in the 
ledger in token of having exercised this check. Cards of accounts transferred 
to a fresh Dormant ledger should be kept in the Section in separate cabinets in 
charge of the Head Office Control Account group. 

Reopening of Dormant and Dead Accounts. 

363. Whenever a transaction pertaining to an account which has been 
treated as e Dormant J is reported through the Savings Bank Journal, the old 
card relating to the account should be extracted and compared with the entries 
appearing in the Dormant ledger and a suitable note made in the latter to show 
jJb.e date on which the account is reopened. 

364. Accounts which are in the Dormant ledger for three complete years 
and with regard to which the absence of entries as prescribed m Article 363 
indicates that they have not been reopened, will be treated as Dead Accounts 
with the exception of the following : — 

(a) Accounts the balances at credit of which have reached the maximum 
limit of deposits ; 
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(b) Security Deposit accounts, the balances of which have reached the 
full amounts pledged. 

The calculation of interest on Dormant accounts may be started as soon as the 
transactions for January have been posted and proved, so that the interest 
statement of the accounts included in the Dormant ledger may be ready by the 
7th April by which time the accounts for March will be ready for posting. 
After all the accounts have been transferred for posting from the Dormant to 
the GWd ledgers, the accounts mentioned in clauses (a) and (b) above will be 
marked with the letter ‘ A ” for subsequent copying into the new Dormant 
ledger. An interest statement should, however, be prepared for these accounts 
and sent to the Post Office along with the interest statement of ledger card 
accounts. Particulars of the remaining accounts should be copied m duplicate 
in Form A. G. P. T.-3G7. The list should be totalled and after agreement of 
the balance of the list as well as the interest statement of Dormant accounts 
marked c< A '* w ith the outstanding balance of the Dormant ledger, the pencil 
copy of the Dead Account list will be sent to the Post Office along with the 
annual interest statement so that the accounts may be treated as dead m 
Post Office ledgers also. The carbon copies of Porm A. G. P. T.-367, after 
being arranged in the alphabetical order of the Post Offices, should be bound 
into boobs and used as “ Dead Account Ledgers 

A certificate to the effect that the list of Dead Accounts has been sent to 
the Head Postmaster should then be entered in the Dormant ledger over the 
signature of the Accountant and the ledger recorded after the necessary adjust- 
ments have been made m the accounts, as prescribed in Article 365. 

Note. — The balances bf all dead accounts of the Presidency Savings Bank, Bombay, prior 
to the year 1886-87 have been ’written oft to the credit of Government. Applications for the 
refund of the balance of any account pertaining to those yearB should therefore De referred to the 
Accountant General, Bombay, for disposal (Letter No. 01-3136, dated the 6th May 1896, from 
A. G., Bombay, to 0. I\ 0 ). 

365. A consolidated transfer entry of the amounts at credit of accounts 
in each Postal Circle, treated as Dead, should then be prepared, and 
approved by the Deputy Accountant General, the amount being debited to 
“ Savings Bank deposits ” by a p ;r contra credit to the minor head “ Dead 
Acoounts — Savings Bank ” subordinate to “ Deposits”. 

366. Dead accounts, whether originally opened in the Post Office Savings 
Bank or in the Presidency or District Savings Banks, are reopened under the 
authority of the Head PoBtn aster unLss the Dead Account sought to be re- 
opened has been “ dead ” for more than five financial years, or there are any 
•doubtful features, in which case the order of the Audit Office is required to be 
obtained by the Head Postmaster before he allows the Dead Account to be re- 
opened (vide Buie BIO of the Posts and Telegraphs Manual, Vol ume VI). In 
*uch»cases, the letter of authority to re-open the dead account is issued by the 
Audit Office in form A. G. P. T.-382. A list showing all Dead Accounts re- 
opened during a weok will be received in the Audit Office along with the week’s 
journal and should be carefully checked. The ontries in the list should theD 
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be compared with the corresponding entries m the Dead Account ledger and 
any discrepancies investigated in correspondence with the Postmaster. A 
card ledger should he opened from the entries in the Dead Account Ledger and 
the list of Dead Accounts re-opened, received from tho Post Office, the two 
sub-columns under the column “Accounts i “opened v in the Dead Account 
ledger should be filled m and both the Dead Account Ledger and the card 
ledger should be put up for approval of the Accountant in charge who will initial 
the entries m the column “ Accounts re-opened 33 in the Dead Account Ledger. 

Note — The amount foi ‘which the account has been opened, including the amount of the 
old balance, should be treated as a deposit on the date ol reopening the account and (should be 
included in. the master card. 

367. An abstract of accounts transferred to and re -transferred from the 
Dead Account ledger will be prepared annually by the Head Office Control 
Account keeper in Form No. A. G. P. T.-373. 

368. The weekly lists of Dead Accounts re-opened received from the 
Postmasters should be bound into a register and a transfer entry for the adjust- 
ment of the balance of Dead Accounts will be made monthly by debit to the 
minor head “ Dead Accounts — Savings Bank 55 under “ Deposits 53 and credit 
to “ Savings Bank Deposits This register should be checked by the 
Acountant, Savings Bank Section, when passing the transfer entry. The? 
amount of interest should be adjusted in the manner laid down in Article 359. 

369. When a Head Office is converted into a sub-office, the Dead Accounts- 
in the ledger will be transferred to the new Head Office to which it becomes 
subordinate. For this purpose, fresh entries need not be made as the transfer 
can be effected by writing the name of the new Head Office in the ledger in 
place of that of the old Head Office, with a note te Converted into sub-office 
from (date) 3 \ Fresh entries should, however, he made when a sub-office is- 
transferred from the jurisdiction of one Head Office to that of another, or when 
a sub-office is converted into a Head Office. In such cases, the original entries 
in the ledger should be cancelled and fresh entries made under the new Head 
Office, with suitable remarks against both the cancelled and the fresh entries. 
The accounts when re-opened are assigned new numbers, which, for facility of 
reference, should be noted in the ledger. 

Note — In tlie case of transfer of a sub-office from one Head Office to another under the 
jurisdiction of a Foreign Audit Office, a list of the Bead Accounts of the sub-office should be 
sent to the Foreign Audit Office for inclusion in the Bead Account ledger of the Circle to which 
the receiving Head Office belongs, and the adjustment ol the balance ol Bead Accounts so trans- 
ferred should be made by a deduction fiom the balance of Bead Accounts of the transferring. 
Head Office in addition to that of tho receiving Head Office and not by trunsfer entry. 

Custody of Undelivered pass-books. 

870. The following procedure should he observed in the Audit Offices in 
respeot of undelivered pass-books received for safe custody . — # 

(a) The forwarding letters with which the pass-books are received 
should be indexed under separate series and made over to the 
clerk who is entrusted with the custody of these pass-books. He 
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will be held responsible for having the balances in these pass-books 
verified with those in the Ledger Card by the Auditor of the Post 
Office concerned under the latter’s dated initials. He should 
then enter them in the register of undelivered pass-books (Form 
No. A. 0. P. T.-374) m the serial order of the index numbers and 
prepare acknowledgments, in duplicate in Form No. A. 6. P. T.-375 
and place the register, acknowledgments and the pass-books 
before the Senior Accountant for his review and attestation. 
The acknowledgments which should bear the same number as the 
index number assigned to the inward letter should, after being 
signed by the Accountant in charge, be sent to the Post Offices 
concerned. 

( b ) If the balance m any pass-book does not agree with the Audit Office 

balance, the pass-book should be returned with the acknowledg- 
ment, a suitable note being made m the register. When such 
a pass-book is received back it will be treated as a fresh receipt and 
assigned a new number. 

(c) These pass-books will be kept arranged in the serial order of the index 

number m an almirah in the joint custody of the Accountant 
in charge and the pass-book eleTk. 

(f2) When any pass-book is returned to the Post Office, a note of the 
number and date of the letter (Form No. A. G. R T.-376) with 
which it is being returned should be made m the register. A slip 
showing the number and date of the Postmaster’s letter calling 
for the pass-book and the number and date of the forwarding 
letter should be prepared and the register, the slip, the forward- 
ing letter and the pass-book should be placed before the Accoun- 
tant in charge for his review and attestation. The slip initialled 
by him should be placed in the proper bundle. 

Custody ot closed and used-up pass-books. 

371. All pass-books (whether original or duplicate) of accounts which 
have been closed should be separated from the used up pass-books received 
during the month and kept properly arranged in separate bundles according 
to Head Offices and account numbers. All the bundles of closed and used up 
pass-books received during the month should be examined by the Supervisor 
of the group in order to see that all the closed pass-books have been correctly 
separated from the used up ones and the warrant of payment for the final 
closure of the account has also been carefully pasted on the last page of the 
relevant closed pass-book as prescribed in Note 3 to Article 295 as these 
records are to be preserved permanently. The Supervisor will then enter 
the account Nos. of these pass-books in a skeleton register (to be maintained 
in manuscript for the purpose) in which separate pages should be set apart 
for each Head Office. The month of dosing should be noted in red ink above 
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the entries for each month. In order to distinguish the entries for duplicate 
pass-books from those for original ones, the word " D ” should he written 
Against the account relating to duplicate pass-books. 

The register should be submitted monthly to the Accountant in charge 
who should see that the pass-books of all accounts closed during the month 
have been entered therein and attest each entry 

The closed up pass-books should invariably be kept under lock and key 
in the custody of the Accountant in charge, after the accounts of the year are 
■closed, these pass-books should be sent to the record rooms for safe custody. 

-372. The used up pass-books will be reviewed month by month by the 
Supervisors to see that the closing pages have been marked as “ cancelled ” 
under the signature of the Postmaster. In case of omissions, if any, detected 
during the course of review, the closmg page should be impressed with the 
“ cancelled ” stamp by the reviewing supervisor 

These pass-books should be kept in separate bundles for each Head Post 
Office and sent to the Record Room after the accounts of the year are closed. 

373. Deleted. 


Custody oi registers, etc. 

374. The following is the list of registers, etc., to be maintained in the 
Savings Bank Section. 

(a) Registers , etc , in the Compilation Group . 

(1) Head Office Control Account. 

(2) Dead account ledger. 

(3) Abstracts of accounts transferred to and re-transferred from the 

dead account ledger. 

(4) Registers of accounts transferred and of accounts opened on transfer. 

(5) Piles of intimations of purchase, sale and interest on Government 

Securities. 

(6) Registers of Savings Bank accounts transferred to Foreign Post 

Office Savings Banks. 

(7) Pile of extracts from schedules of Poreign Inward Transfers received 

from the Calcutta Postal Audit Office. 

(8) Statements of deposits and withdrawals in cash rendered by the 

Postal Accounts Section for reconciliation with Savings Bank 
books. 

(9) Register showing reconciliation of Savings Bank figures with the 

figures in the Detail books. 

(10) Interest adjustment registers. 
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(11) Transfer entry number-book. 

(12) Annual abstracts of deposits and withdrawals. 

(6) Registers , etc., in charge of Auditors and Supervisors, 

(1) Files of objection statements. 

(2) Objection books. 

(3) Depositors’ ledger cards and dormant ledgers. 

(4) Savings Bank journals of deposits and withdrawals, with their en- 

closures, warrants, deposit slips, index-cards, transfer slips, 
advices of transfer, etc. 

(5) Primary compilation or check slips of Savmgs Bank cash trans- 

actions (to be pasted m the last sheet of the journal of the 4th 
week). 

(6) Monthly master cards. 

(c) Registers, etc with Record Clerk . 

(1) Register of inward letters. 

(2) Register of outward letters. 

(3) Half-margin memo, register. 

(4) Reports on pending inward letters. 

(5) Recorded bundle of Half-margin memos, 

(6) Files of spare copies of Postmaster General’s circulars. 

(d) Registers with Afmurtfant-in-oharge. 

(1) Register of admitted public accounts. 

(2) Register of objectionable items waived. 

(3) Register of penalties imposed for mistakes in mterest calculation. 

(4) Register of imdeliverable pass-books. 

375. The following instructions should be attended to in the disposal of 
Savings Bank documents : — 

(a) Vouchers accompanying returned objection statements and irre- 
gularity memos., should be removed from these documents unless they are 
required fox further references. If no further action is to be taken on the 
vouchers, they should be filed by the sub-auditor in their proper places as soon 
the objections pertaining to them have been removed. 

[h) As soon as the monthly master cards are agreed with the Head Office 
Control Accounts, the Savings Bank journals with the deposit slips, posting 
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slips, warrants of payments, applications and advices of tnuidVr, indev-oards, 
etc., pertaining thereto will be made over to the record clerk, who will l>o res- 
ponsible for safe custody of the records made over to him and for seeing ; — 

(?) that they are kept properly arranged ui racks ; and 

(ii) that precautions are taken against the journals and other records 
being tom or otherwise mutilated 

Note 1. — Savings Bank journals will bo kopt folded m llu? middle Tim deposit slips, 
warrants of payments, advices of transfer, intimations oi transfers, eU., au.mged m kcim I outer 
for posting, should be securely tied up mto neat bundles with blips in Komi Nn A, tj. I\ T.-38I 
at the top and bottom showing the name of the office and the weeks and months’ journals 
to which they pertain. The journal clerk of the olftcos concerned are responsible for seeing that 
these records are properly secured befoie bemg made over to tho record clerks. 

Note 2 — When journals for a complete yeai Have boon filed and after the annual agree- 
ment is effected, the flips will be treated as old records and pout to the record room for » u«l oily. 

(c) Documents forwarded by Postmasters with subsequent journals ox 
returned with their replies to references made by the Audit Office will be filed 
by the Auditors themselves in their proper places. 
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General Outlir.es. 

376, The issue and payment of money orders constitute one of the main 
activities of the Indian Post Office. The rules governing the issue and pay- 
ment of money orders prescribed by the Government of India or the Director 
General and the rates of commission on money orders are contained in the Post 
and Telegraph Guide. 

377. Money Order transactions are permitted at all Head and Sub Post 
Offices and also at certain specified Branch Post Offices subordinate to them. 
The accounts of the latter are. however, incorporated m those of the former 
and the Head Post Office is responsible for submitting consolidated accounts 
of its own transactions and the transactions of its subordinate offices. The 
results of audit conducted in the Audit Office are communicated to the Head 
Post Office which is responsible for seeing that prompt action is taken in 
settle 'ia the objections raised or remedying the defects pointed out by the 
Audit Office 

The procedure prescribed by the Auditor General for the maintenance 
of accounts in connection with money order transactions m the Post Offices 
ancl -for the submission of account returns pertaining thereto to the Audit 
Office are given in Chapter 7 of the Posts and Telegraphs Manual, Volume 
VI. 
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378. The audit of money order transactions is conducted in the four 
Audit Offices at Calcutta. Delhi, Madras and Nagpur, each having, under 
its jurisdiction, one or more Postal Circles. The distribution of Postal Circles is 
given in Article 56 of the Posts and Telegraphs Initial Account Code. Volume I. 
In distinguishing one Audit Office from another, the Audit Office for the 
local Postal Circles is referred to in this Chapter as the Home Audit Office 
and the other Audit. Offices, as Foreign Audit Offices. Similarly, the Postal 
Circles under the jurisdiction of the Home Audit Officj arc referred to as Home 
Circles and those under the jurisdiction of Foreign Audit Offices as Foreign 
Circles 
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of issue, dulv entered in a list (known as Void l'st) separately for each month 
of issue. These money orders are then checked with the Issue list and filed. 
Void money orders paid are received duly entered in schedules and the amounts 
of these orders are debited to the Inland Money Order head. The vouchers 
are debit-checked with the Issue list or in the register of unpaid money orders. 

383. The items that remain unchecked in the Issue list are then picked 
out and these amounts together with the amounts of unpaid void money 
orders, as ascertained from the Void list, represent the outstanding liabilities 
of Government. 

384. In the books of the Department, the total amount of the Home Circle 
Issue lists for a particular month is taken to the credit of the head “ Inland 
Money Orders— month of issue *\ The total payments of money orders by the 
Home Circle Post Offices are likewise taken in the first instance to the debit 
of the same head for the months of issue concerned. But the amounts of 
money orders paid in respect of Foreign Circle issues are transferred through 
the “ Money Order i omittance ” head to the Foreign Audit Offices concerned 
by reduction of the debits under the Inland Money Order head, so that the 
balance may represent the debits on account of Home Circles issues only. 
Similarly, payments transferred from the Foreign Audit Offices m respect of 
Home Circle issues are debited to the Inland Money Order head by credit to the 
“ Money Order remittance ” bead. The result of these adjustments as well as 
the adjustments referred to in Art cles 381 and 382 Will be to bring together 
the credits under the head C£ Inland Money Orders ” on account of issues of 
the Home Circle Post Offices for a month and the debits in different months 
corresponding to these issues. The difference between the credits and debits 
for a particular mouth of issue represents tho liabilities of Government as ascer- 
tained from tin* books of the Department, the total credit being always more 
than the total debit. 

383 If the total of the unchecked items picked out from the issue lists 
for the year (if issue t; gethcr with the amount of unpaid void money orders 
(vide At icle 383) e.n *cds the outstanding credit m the books as worked out 
under Article 384, the excess (teilmicalJy termed as unexplained d ffeience) 
does not- represent a real to Government, and it does not tLertfoie require 
any account adjustment. Strictly speaking the one must exactly rqual the 
other. But, as a result of undetected mistakes in the sevei al stages of audit 
and adjustment and owing to paid money orders being mishud, in seme case^ 
before tie bit- check, it gemially happens tLaf the lists shew more outstanding 
than the books. 

C86. The head Inland money orders’ relating to a particular financial 
year is kept open in the books foi three financial years (vide Article 451) and 
the 1 ah nee, t.e,, the excess of actual receipts over payments, under this head 
will lapse to Government at the close of third financial year and be transferred 
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to the revenue head “Forfeited money orders *\ This doss not, however, 
prevent subsequent payments of the money orders, should claims in. respect of 
them be established. 


Returns due, 

387. The following accounts of Inland money orders are rendered by each 
Head Post Office to the Audit Office : — 

(1) Daily or Bi-monthly lists of money orders issued together with the 

Not-Payable Telegraphic Money Order requisitions — to the 

Home Audit Office. 

Note. — In the case of Bi-monthly lists, the 1st period lists embrace the transactions 
from 1st to 15th and tho 2nd period lists from 16th to tho end of the month. In 
the case of sub-offices tho transactions of tho period which can bo incorporated in 
the accounts of tho Head Offico from 1st to 15th and from 16th to end of the month 
constitute the 1st period and 2nd period lists. 

(2) Daily or Bi-monthly lists of money orders paid together with the 

paid money orders — to the respective Audit Offices (Home and 

Foreign). 

Note 1. — Tho note under clause (1) above applies to tho Bi-monthly lists of money 
orders paid. 

Note 2. — Ordmaiily two Paid lists aro received m each Audit Office from each Post 
Office, viz , ono relating to tho issues of tho month of p lymont and tho other relating 
to tho issues of tho previous month. But, as the Hoad Offico cash accounts are, 
except m March, not kept open to rocoivo credits and debits for the sub-offico trans- 
actions of tho last few days of tho months, payments may sometimes precede 
credit. In those and similar other cases, a third Paid list is received relating to tho 
issues of tho month following tho month of payment. 

(3) Bi-montbly abstracts of daily totals of money orders issued — to 

the Home Audit Office. 

(4) Bi-monthly abstracts of daily totals of money orders paid — to the 

respective Audit Offices (Home and Foreign). 

Note 1. — Tho abstracts Bhow the totals for each poriod. In tho abstract for the 2nd 
period, tho total for tho 1st ponod is brought forward and tho monthly tota 
struck. * 

Note 2. — The abstract of daily totals of money orders paid is prepared separately for each 
month of issuo. 

(5) A monthly summary of money orders issued — to the Home Audit 

Office. 

(6) A monthly summary of money orders paid — to the Home Audit 

Office. 

' Note. — Pertaining to each month of issue there is a monthly summary of money orders 
paid. The Paid lists mentioned m clause (2) are rendered to the several Audit 
Offices hut their Bummane-j aro all sent to the Homo Audit Office. Tho summaries 
relating to Homo Circlo issuos aro described as 1 Homo * summaries, and thoso relat - 
mg to .Foreign Circle issues, as * Foreign summaries \ Tho figures of tho Foreign 
summaries also appear m tho Homo summaries sido by side with the Home sum- 
mary figures and a consolidation is made, tho grand total of which should agroe with 
tho entry m tho cash account. Whon this agreement has boon made, copies of the 
summaries (four copies aro rooeivod from tho Postmaster) are forwarded by tflb 
Homo Audit Office to tho respective Audit Offices for detailed audit with the Paid 
lists and record. 
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(7) Monthly lists of void money orders supported by unpaid money 

orders that became void. 

Xote — T he listB aio prepared by the Hoad Oftm* of wsuo and submitted to the Homo- 
Audit Office The office, at which the money ordoTn aro payable, returns the 
monoy ordois that cannot bo paid within currency tn the office of isnue for trans- 
mission to the Audit Office 

(8) Four separate schedules of void money orders paid, supported by 

the paid void orders, one for each Audit Circle of issue, 

Noth. — iVo separate sell* dui . icl.diiit; to tho 1st and 2nd period lists of payments aro 
suhmifch 'l by the ih ad Post j, isb i m co\» is adriu sRtd to tho Mono} Older Section 
of the tin.* AuiUt OiriL . 


Dates Jot submission o7 accounts anil comploLon c£ at Ait. 

388. The dates for the submission of th. returns mentioned m Article 387 
are given in Chapter 7 of the Posts and Telegraphs Manual, Volume VI. 

The due dates for completion of the audit of lists, abstracts and summaries 
of money orders issue l and paid, void lists and schedules of void money orders 
paid are as follows . - 


(1) L'flt ot mo i <i.*d ‘i <> wjii • U ) ; 1 n *r "j yhr-^t period 
v, j 1 h - b r .'ik + of d u I v 


5th of thr* m‘\i month. 


(2) Lir>t ot »»inn.» , (*i < I ^i paivl i.ucthu . 

Whb 'hi* abtr i* i in da J & t our l x^uiorl l*»th nl ill. iu \t. month. 


lu) Monthly Bumman of mom \ ud» r- 
lHSl^ d 

(4) Monl hlv summary of monoy t.idcrs 
paid. 


lrtth f»i tl>i -i>r<rmd month 
follow inp 


f" First period 


(5) List of Paid Money Orders 
(ti) SfhcduU ot Void Mon. v Oulu* paid 

Audit o£ Is 3u o Lists ard Issue Abstract^ 


20th of tho fourth 

month following. 

3rd of tho next 

month 


ond period lstn of the next 
month 


380. The Issue list shows the serial number, amount and date of issue 
of each money order, the office of payment, and the commission realised on the 
transactions. The amount ami commission in respect of Telegraphic money 
orders are tietailed in separate columns of the list. 

In the Audit Office these issue lists are received untotalled although 
their totals are shown in the abstract of daily totals and consolidation sheets. 

" -390. On receipt in the section, the abstracts of daily totals and con- 

solidation sheets accompanying the Issue Lists should he detached and kept 
in the custody of the Auditor, Issue List Section, so that the machine operators 
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may not have m_ess to them. The untotalled Issue Lists should then be 
distributed to the machine operators, who should take up the lusts and east- 
totals, in each sheet date by date, of the amounts of money orders entered in 
the columns ' Telegraphic Money Orders ’ and ‘ Nbn-telegrepliic Mone} r Orders 
with the help of the machine called ‘ Comptoi teeter \ When the transactions 
of a day run over more than one sheet, the totals of the sheets may be conso- 
lidated, making a grp ml total for tb^ dat<* concerned 

391. The Issue Lusts, after they are totalled by the machine operators 
should be made over to the Abstract checkers along with the relevant abstracts 
of daily totals and consolidation sheets (see Article 390 ). 
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the value of all P. S., T. S., 0. 0. D or F. R. money orders and cast their 
totals , these totals should be earned over to the abstracts for the second period 
where a grand total for the month should be struck. 

While chocking abstracts for the second period, the Abstract checker 
should also compare the figures of the first period with those brought forward 
from the first period into the abstract for the second period and bring to the 
notice of the Postmaster concerned, all irregularities detected in the course of 
examination. 

Not*: — A register m manuscript with suitable columns showing the distribution of work 
among tin, abstract checkers should bo maintained by tho auditor and submitted to the Gazetted 
Officer in charge through tho Accountant on tho Oth and 25th of every month. 


392. Deleted. 

893. (a) The Supervisor of the Machine group will receive the Issue 
Lists from the Abstract checkers and settle the discrepancies in respect of the 
sheets which have been flagged by them. The discrepancies, when checked by 
him, will consist of two classes * — 

( i ) The operators’ mistakes, and 

{n) real difference, viz., short or excess credit afforded by Post- 
masters. 

(6) He will make a note of all operators’ mistakes m the Error Book, to 
be maintained by him, against the name of each operator. A separate sheet 
may be used for each month and the number of mistakes committed by each 
operator may he totalled each month and numbers of such mistakes brought 
forward month to month till the official year is closed The Error Book should 
be consolidated anti submitted to the Deputy Accountant Gent ral, through the 
senior Accountant and the Gazetted Officer-in-Charge, on the 7th of every 
month (see also Article 408-E). 

(a) He will note the real differences in the Abstract and the Issue Lists 
prominently by plus or minus entries for issue of necessary objection by the 
Summary Examiner. 

(d) After the completion of the day’s work, he should enter, in his diary, 
the number and nature of the discrepancies settled by him and also the cases of 
real differences found by him on checking and the facts of his making necessary 
entries in the Error Book or the abstract as the case may be. The Diary 
Should be submitted to the Senior Accountant daily and to the Gazetted 
Officer in charge every Wednesday. 
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394. The commencing and closing numbers of each office (Hoad and Sub- 
Office) will be entered by the Abstract checker at the top of the respective 
abstracts in order to see that the total number of money orders issued in a 
particular period for each office (by deducting the commencing number from the 
closing number) agree with that shown by the postmaster in the abstract. The 
commencing number of each abstract should be checked with the closing number 
of the previous one. 


Note. — Tho Telo^iaphin money order requisitions received with Issue lists will bo filed 
in separate bundles 

395. For the purpose of selecting the dates for the check of commission, a 
broadsheet should be maintained with two sub-columns for each month, one for 
each period of account. There need be only two horizontal linos, one for offices 
which render bi-monthly lists and the other for those winch render daily lists. 
After the due date of despatch of the lists of a particular period to the Audit Office 
and before the lists arc taken up for audit, the Gazetted Officer in charge should 
enteT at random the dates for which commission should be checked in detail. 
The check will be confined to the transactions of tho dates prescribed, for the 
Head and Sub Offices, in whatever period of accounts they are included. The 
checkers who check the money order commission for the dates selected by the 
Gazetted Officer should write the words “ Money Order Commission checked 91 
under their initials with dates on each of the lists so checked. The Supervisor 
should test-check at random that the lists selected by the Gazetted Officer 
have been so marked and initialled. If the result of the check indicates any 
serious irregularity m any office or an abnormal number of mistakes, the orders 
of the Gazetted Officer m charge should be obtained as to whether the list or lists 
should be completely checked. 

395-A. For the purpose of seeing that service money orders are issued 
only for bcnict Jide departmental purposes, a test check should be carried out 
monthly. The Senior Accountant should select montlily 6 Head Post Offices 
and enter their names m a broadsheet to be opened m Manuscript as per speci- 
men gi\ en below. From the issue lists of the offices so selected, he should pick 
out at random money orders not exceeding ten m number issued on Posts 
and Tt lographs service and note the particulars of the money orders in the rele- 
vant columns of the broadsheet. The Auditor of the Debit check Section 
should satisfy hmu elf by reference to the purpose of remittance as noted on 
the money orders themselves that they have been issued for hom-fufo depart- 
mental purpose. It the purpose of the remittance is not noted cm a money order 
it should be ascertained by a reference to the postmaster concerned. Replies 
when received should be examined to see that the issue of a service money order 
was justified. The result of the test check should be noted against the entries 
in the broadsheet. The broadsheet should be submitted nonthly to the 
Gazetted Officer through the Senior Accountant, 
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Broadsheet showing the names of Head Post Offices and particulars of money 
orders issued on Pods and Telegraphs service selected for test check 


1 

1 

Hu'idlj Oineo 

Particulars of ■service money 
orders to bo examined. 

Result of 
Auditor's 
examina- 
tion 

No. and date 
of zufor- 
enee to 
Po^tmaMer 

Remarks. 

Nu 

," f 

J vs up 

.No, and rlati 

Amount. 

1 

! 

1 


1 

j 

! : 


. 

1 




8 C 3 . i i '."Mu jin*. Mu? 7 s_<n hds «.f Field ’Post Offices or other offices to 
wlnr'li, *>■' *nd“’n. the system of lssno of money orders free of commission 

lifts l^f'i extended. the items against wlncli the distinctive labels %C F R '* 
arc m»ted in the “ mien » um *' column of the Issue list «huuki b* picked out 
and c.!*uor.p -d with iV* idrc i in V e Vf ceicM from the Postmaster 

in lV such iVc* The ( tnnm-f '<111.1 lealistjble on the value 

of money orders entered in the :d <t m- :i J ^uoidd I <»j carefully checked and 
total it h Tta lolul amount of commit ion. together wii a tbs number of 
money ord*‘rs should then he entered uccor Imn to each period of account m a 
Tegi«t*.r hi Fonn No. A. I\ T.-Kd. the figurt a for each office being separately 
not 1 \ At t ho elos-* of ihc month, the register should lie totalled and a bill made 
out. Tb * nmo mi. of the bdl will he d'd>iicd to the Defence or other Depart- 
ment eo iuviv*d I»v j. / ..v/m credit J > the head ''Money Order Commis- 
sion ‘ . Tk * \,lu Lordlier • fut h. the c ‘ill he n * of the Oomnimding Officer will 
be suit t j -lie din'riLe, Military Ace mid; cjmvnil with the exchange 
account in ndu-di fh ' 1 deb<r ^ *v^ ,d a^uast him. 

33 / A Wiieiov'r any disuvp ncy is ndbM, 1 co u uu licutiou m Form 
A. C. P. T.-ton sli.nl 1 j; j;uv in mi d 1 ^ *-‘i? Pi*-> nii " cjurevnel punting 
out tie* lb M*‘pnnev. An object! n stcr 'UmI d-* i 1 be ivci.'d only wlvn it 
is found 07. r*ivipt of a reply 10 + ke e -mmmueit' >n M it 1 lie mistake cfkets 
the 1 redit m tb 1 Cxish accounts. 

A: dii ci Ism j iummxes. 

- £ 98 , Jftrr the (Smiplrtion of YuJit 01 the abstracts fur both the periods 
by the Abstract Checkers, they are made over to the Summary Clerks. Dcfore 
the Summaries arc taken up for audit, the total value and commission as 
shown therein should he agreed with tie 1 credit in the Cash Account under the 
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heads “Money Orders issued” and “Commission on money orders issued ” 
respectively and the auditor of the Postal Audit Section should mark the 
entries “ agreed 15 and initial tliem. 

398-A. (a) The audit of the summaries should be conducted m Wo 
stages, viz. (1) the totalling by machine of the monthly totals of the abstracts 
for the II period and (2) reconciliation 

(o) The maclune totalling of the Summaries is not required. The 
machine operator will go on with totalling the monthly totals including the 
'plus and minus entries as shown m the II period abstracts for the Head Office 
and all the Sub-Offices under it and enter on slips of paper of a convenient 
size the consolidated totals for each Head Office, of the number, value and 
commission separately for ordinary and telegraphic money orders. Thus, in 
dealing with the abstracts the operator will have to total 6 items for each 
office, for example, if a Head Office has 20 Sub-Offices under it, he will have to 
total 12G items, including those of the Head Office. 

K OU4 — Fo* tli r ] urpoaes of outturn, tho numbei of items done should bo actually 
counted 

(c) The consolidated totals thus worked out are then compared by the 
Summary clerks with the corresponding totals in the Summary The discre- 
pancies, that may then be brought to light, are due either to the operators 5 
mistakes or to wrong totals in the Summary or to short or excess credits in 
value or commission The discrepancies should be reconciled by the Summary 
clerks by comparing the entries in the abstracts with the corresponding entries 
in the Summaries. As no figures relating to Telegraphic money orders appear 
separately in the Summaries, the Consolidated totals relating to them as 
prepared by the operator are not subject to further reconciliation. 

Note 1 — In wot kmc: out tho actual outturn, the number of oihccs m the Summaues 
should be multiplied by 3 irrespective of the fart whether there jr any transaction in an 
office or nut ” 

Note 2 — Fropiewi rcpoite showing thi number of summaries, the number chcrlscd daily 
-ind t.hi n miici outstanding should bu maintained by the Summary Clerks 

C99 Any discrepancy found in the totals of the lists and brought out in 
the summary or discovered between the total of the summary and the credit 
in the caJ: account should be brought to the notice of the Head Postmaster 
m the form of an objection statement for adjustment, 

Note 1 — If thciv is a difference m the ct edits for value with a corresponding diffcience 
in tho cr-difcs for commission, no objection statement nu»d be i&s^td to thi^ JPoatmatttoj, as 
the difference can be udjusted in the Audit Office between value and commission Such items 
will bo entered m a separate register maintained fo* the purpoMG and a single transfer entry 
made in a month for each Postal Cucle for tho net difference. 

Note 2 — Seo note under Aiticle 478. 

Statistics of Mci ey Oideu, issued. 

400. The figures of the summaries, affceT they are checked, will be posted 
for statistical purposes in the Register of Inland and Telegraphic money order 
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transactions for the month and Circle concerned (Form A. G. P. T-402). 
The figures relating to Telegraphic money orders will be shown separately, vide 
Article 503. 


Audit of Paid Lists. 

401. The paid list contains details of the date of payment, number, office 
of issue and amount of each money order, telegraphic and non-telegraphic 
money orders being shown separately under the respective money colu mns - 
The money orders accompany the list arranged in the order of the entries 
in the list. The money column of the list is totalled daily and the total is 
transcribed in the Abstract of daily totals which accompanies the list for 
each period. The Abstract shows a total for the period and the total of the 
first period is carried over to the Abstract for the second period of the month 
to arrive at the monthly total. The monthly totals shown in the Abstracts 
for the second period of the month in respect of transactions of the Head 
Office and its several sub offices are then transcribed into the Summary. 

402 («) The examination of the paid lists is conducted m three stages 
viz. (1) tho arranging of the paid money orders, (2) the totalling, by 
macliine, of the value uf paid money orders, and (3) the reconciliation. The 
work in the first and thiid stages is done by non-machine workers while the 
work m the second stage is conducted by machinists on a Comptometer. The 
men employed to work m the three stages are respectively called (1) the 
airangers, (2) the machine operators, and (3) the reconcilers, counters and 
miscellaneous checkers. 

(b) The work of reconciliation is done in three stages — (t) reconciliation 
of descrcpancies, (i/) counting, and (iri) other incidental items of work — by 
three sets of men called reconcilers, counters anil miscellaneous checkers 
respectively. 


Arranging the Paid Money Orders. 

408. On receipt of the Money Order Paid returns from the Post Offices 
through the Record Department, the distributing auditor m the Paid List 
Section will make over the Paid Lists together with the bundles of Paid Money 
Orders and the Abstracts of daily totals, t-o the arrangers in the usual way 
through a Distribution Register (A. G. P. T.-406). 

Note. — P aid Liats ''cntaimng not more than 10 items should be inado over, together with 
the i elative abstracts and Paid Money Orders, to the reconcilers for examination by mental 
proc< *s without being handled bj the arrangers and madnno operators. 

404. The duties of the Arrangers are — 

(a) To see that the Paid Lists, the Paid Money Orders and the 
Abstracts received are intended for the Home Audit Office 
concerned ; 
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(6) To compare the Paid Lists and Abstracts with the printed slip, 
received with the paid returns, showing the names of sub post 
offices, arranged alphabetically under each Head Office, and to 
arrange accordingly if found misarranged ; 

(c) To separate the Paid Lists, the Abstracts and the Paid money 
order bundles of the different months of issue (current, pre- 
vious and next month) ; 

{d) To arrange the paid money orders in order of their dates of pay- 
ment for each Office (Head and Sub), the Money Orders relat- 
ing to Sub Office payments being also arranged alphabetically ; 
and 

(e) Finally to arrange the paid money orders in convenient batches 
of 50 to 100, separating slips being usel to prevent different 
batches being mixed up. This work is done in accordance 
with the principles laid down in Article 405. 

Note — In the case of Po*t Offices rondprm" daily rct-irns, tho work of th° fir 3 D and 
third stages is done without the abstract of daily total, -which is generally received later. 

405. (a) In the case of big Head Offices, the paid money orders, which 
are entered in 2 or 3 sheets of the paid lists, should form one batch and a 
separating slip should be placed just after the money order relating to tho 
last entry of the 2nd or 3rd sheet concerned as the case may be. 

(6) In tho case of the money orders paid by pay order in the Head and 
Sub-Offices and also in the cases of Revenue and Government Money Orders, 
tho paid money order vouchors should be arranged in batches of 50 or so 
either by combining the vouchers of smaller pay ozder of R 51. O., or 
G. lU. O., lists or by splitting up those of big pay order or R. M. O., or 
G. M. O , lists m convenient batches as in clause («) above, care being 
taken that the last voucher in the batch corresponds with the last entry 
of the sheet of the pay order or R M. O., or G. M 0., lists concerned. 

Note. — Tho fact combining nncl splitting up pay ordr, R-M 0. and GS10 lists by the 
arrangers should be noted by thorn in tho Paid List concerned, for information of tho Recon- 
cilers, tins note being indicated simply by a horizontal line in led inkd.awn after the last 
item o* each batch. 

(e) In the case of Sub Offices, the vouchers should be arranged accord- 
ing to dates of payment, when the number of money orders paid in a day is 
about 50. 

(d) In the case of big Sub Offices when the number of money orders paid 
in a day exceeds 100, the money orders should he arranged as in clause 
(a) above, 

(e) In the case of Sub Offices with small number of transactions, the 
vouchers relating to the entire period of account should he arranged in «one 
batch provided the number of money orders for that period is abont 50. If 
the number exceeds 100, the procedure m clause (a) above should be 
followed. 
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f j j |n 1 he of i« ,/ -ney oi’ihr paid return i loLLhii* to Foreign Audit 
Circle*. the money orders for the whole office (Head and Sub Offices com- 
bined) should he arranged in one or two batches of about 50 vouchers, 
necessary caie being taken to see that the last money order of the batch 
corresponds wuh ihe last entry in the Paid List sheet concerned. 

(g) In the case of offices where the number of paid money orders m a day 
or for several days together does not exceed 100, vide clauses ( e ) and (/), the 
arrangement of money orders m batches of 50 to 100 should be made with 
reference to the Abstract of Daily Totals where necessary. 

406. In course of arranging, an arranger should — 

forward, to the Foreign Audit Office concerned, the Foreign Circle 
Money Orders or bundles thereof, if traced by him as received 
without being charged in the Home Audit Paid list; 

(li) issue calls, ordinary and telegraphic, in case a part of the paid 
list or bundle of paid money orders be wanting ; 

N 0TE A pay or G.M.O., lml should be reckoned as a part of the paid 

list lor the purpose of tins rule. 

(Hi) issue letteis to the Postmasters concerned, noticing irregularities 
in the preparation and submission of paid list, paid money 
orders, etc , 

(tr) bring to the notice of the Postmasters concerned or other higher 
Pcstal officials, other irregularities which generally occur in the 
preparation and submission of Revenue Money Orders and lists 
thereof. 

^07 When the arranging of the paid money orders is completed, the 
arranger should place a slip (Form A G.P.T.-405), duly tilled in, on each 
money order bundle containing not more than 1,500 vouchers, the number of 
money orders m each bundle being ascertained with reference to the total 
number of money orders entered in the abstract of daily totals. 

The paid lists and abstracts should, after the arrangement is completed 
be made over to the Distributing Auditor for safe custody so that the 
machine operators may not have access to them. 

A note should also be recorded m red ink under the initials of the 
arrangers on the back of the last page of the list showing the name of the 
office °of payment, ihe month or months of issue and payment, the period or 
date of account and the number of money orders, thus 

“ Barraekpur I Period - CC0, tlie numerator denoting the month 

jf issue, and the denominator the month of payment 



169 


Chap. 6.] 


MONEY ORDERS. 


[408. 


Totalling by Machine. 

408 (a) On receipt of bundles of arranged paid Money Orders, through 
the distributing auditor, the machine operators will go on with totalling the 
values of paid money orders Whenever a separating slip is reached or the 
last batch in a bundle is finished the machine should be stopped and the 
totals, as recorded therein, should be noted by dates or m lump, as the case 
may be, against each (Head or Sub) Post Office, on slips or paper of a 
convenient size In case, however, of Head and Sub Offices, where the daily 
transactions run through several pages in the Paid Lists and the Paid Money 
Orders of a date are arranged in more than one batch, a consolidated total 
for each date should also be cast by the operator. Thus the machine operators 
will prepare an abstract of daily totals independently of the totals shown 
by the Postmasters either in the paid list or the Abstract of daily totals. 

(6) Before or after using the machine, the machine operators are required 
to see to the general outlook of the Paid Money Orders as to their genuine- 
ness and to see that there has been no tampering with the dates of payments 
of the money orders. They are also required to see that no money order 
or a portion thereof has been so badly mutilated as to render the money order 
valueless as documentary Such Moucy Orders should be entered in a regis- 
ter to be maintained in manuscript with suitable column and brought 
promptly to the notice of the Gazetted Officer-in-Charge th ough the Senior 
Accountant, Money Order Section, for orders. Further action taken should 
also be noted in the register. 

(c) The following classes of irregularities, which the machine operators 
generally come across in their work, should be reported by them to the Post- 
masters concerned : — 

(i) Indistinct impression or non-impression of oblong money order 

stamp on payment. 

(ii) Non-detachment of acknowledgment portion of money orders. 
(in) Non-entry of the value of the money order in the 4 amount 5 cage. 
(iv) Illegibility or non-impression of oblong order stamp on issue of 

money orders, in which cases telegraphic communications are 
made to the paying Postmasters to ascertain the office of issue of 
the money order. 

Noth. — C aBes m which memos, of admiasion of payment are received instead of paid 
money orders and do not contain the payee’s signature, should be brought to the notice of 
the reconciler for report, if necessajy, to the Head of the Circle concerned. 

(d) In the 4 remarks * column of the daily report hook the machine 
operators should note the cases of misarrangement of money orders by the 
4 arrangers \ 

(e) The bundles of Paid Money Orders together with the slips containing 
machine totals should be made over to the 4 Reconcilers 5 through the distri- 
buting auditor. 

MITP&T m 
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Reconciliation. 

Reconciliation of discrepancies, 

408-A (a) On receipt of the bundles of Paid Money Orders together 
with the slipB showing machine totals, the Reconcilers should first compare 
these totals with the totals shown by the Postmasters in the Abstract of daily 
totals and note the discrepancies if any, in red ink, in the manuscript slips 
prepared by the machine operators. The items that are reconciled should 
be ticked ofi in the Abstracts in token of check 

(i b ) The reconcilers will then settle the discrepancies which are generally 
due to the reasons noted below : — 

(1) Excess totals by the operators over the Postmaster’s totals, are due 

to — 

(?) Inclusion in total by the operator, of the Money Orders issued in a 
Foreign Audit Circle, received with the paid money order bundle, 
mixed up with Home Circle vouchers, without being charged in 
the paid list. 

Inclusion in total by the operator, of Home Circle voucher received 
without being charged in the Paid List. 

(iti) Short charge in the Paid List on account of any particular money 
oideT 

[iv) Mistake (short) in the total made by the Postmaster in the Paid 
List or Abstract 

(t») Mistake in the total made by the machine operators. This may be 
due to had operation or to indistinot and illegible figures on 
the Money Orders entered by Postmasters. 

(2) Shortage in operators’ totals are due to — 

( i ) Wanting Money Orders. 

(ii) Excess charge in the Paid List on account of any particular money 

order, 

(iii) Double charge on account of any particular money order, one oharge 

not being supported by a voucher. 

(w) Mistake (excess) in the total made by the Postmasters in the Paid 
List or Abstract. 

{v) Mistake in the total made by the machine operators, 

p (3) Discrepancies, short or excess may also occur on account of mis- 
arrangement of money orders by the Arrangers. Such discrepancies are 
generally settled with corresponding excess or short total on some other date 
or dates. 
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(c) After noting the discrepancies as in clause (a) above, the reconcilers 
should localise the mistake, ascertain its nature and then compare the entries 
in the Paid Lists with the relevant vouchers in respect of the date or batch 
in which there is a mistake. In tliis way the discrepancies due to the reasons 
mentioned in items (i)— (in) of sub-clauses (1) and (2) of clause ( b ) above 
arc settled. 

(d) The short or excess totals by the Postmasters or by the machine 
operators are settled by checking the totals of the Paid Lists by mental 
process 

(e) To facilitate check the reconcilers should see the note made by the 
arrangers in respect of the arrangement of the Money Orders, in the Paid 
Lists, Consolidation sheets or Abstracts. The manner of settlement of each 
discrepancy should be noted on the reverse of the relevant manuscript slip 
prepared by the machine operators. 

408-B The reconcilers are required to — 

(t) Compare the first period abstracts when dealing with those of the 
second period and to check the grand total of the amount 
column of the second period abstracts ; 

(ii) Notice irregularities to the Postmaster on receipt of a currency 
expired money order along with current money orders ; 

(Hi) Report to the Head of the Circle (in Form A. G. P. T.-404) 
cases, pointed out by machine operators, in which memos, of 
admission of payment do*not contain the payee’s signature unless 
the Head of the Circle has already intimated orders on them to 
the Audit office ; 

(iv) Forward Foreign Circle money orders to the Audit Office concerned 

when received without being charged ; 

(v) Notice irregularity to the Postmaster for the Home Circle money 

orders received without being charged and issue enquiry memos, 
relating to the same to the Foreign Audit Offices ; 

(m) Prepare check slips (Form A. G. P. T.-403) for the wanting money 
orders and keep them in the proper bundle and call for them 
from the Postmaster by issuing objection statements and issue 
enquiry memos, relating to the same to the Foreign Audit 
Offices ; 

(mi) Notice irregularities (Form A. G. P. T.-400) to the Postmaster in 
case of discrepancies (short or excess charges) in the Paid 4ist, 
adjusted by them by addition to or deduction from a subsequent 
date’s totals, instead of by charge or credit in the cash 
account ; 
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(imi) Notice irregularity statement to the Postmaster for other irregula- 
uties m respect of paid money orders and lists which may be 
detected in course of examination 

( ix ) Note on the paid money orders concerned, the amount actually 
charged in the paid list for the guidance of the debit checkers m 
the case of short or excess charge found after comparison ; and 

($) Note the result of his day’s audit in the remarks column of his daily 
report hook. 


Counting. 

408-C. (a) After the reconciliation of discrepancies is finished, the paid 
lists and the abstracts together with the bundles of paid money order vouchers 
are made over to the Counters through the distributing auditor. 

(b) The Counters are required to — 

(i) Count the number of vouchers from the entries in the paid lists 

and note the discrepancies, if any, against the corresponding 
entries in the abstract by plus and minus entries and correct the 
number of money orders shown on the slips (Form A. G P. T.-405) 
placed at the top of the bundle by the arrangers ; 

(ii) The Counter will sign below the Arranger’s Docket, prescribed in 

Article 407, in token of his having counted the number of Money 
Orders in the paid lists, and will put the correct numbers of 
Money Orders found by counting and also the number of bundles 
despatched to the sorting group ; 

(to) The counter will enter daily in a Memo. (Form A,G.P,T.-407) 
the number of paid orders to be transferred to the Sorting 
Group, a separate memo, being used for each month of issue , 
as well as for each month of payment. The distinction accord- 
ing to month of issue will be apparent from the colour of the 
Form used. The entries in the memo, will be made from the 
details on the " Slip” (A. G. P. T.-405) mentioned in clause (i). 
The counter should affix his initials against the entries made by 
him. 


Miscellaneous checking. 

408-D. The miscellaneous checkers are required to — 

(t) Note in the second period abstracts the n umb er and amount of 
Telegraphic Money Orders, as Bhown in the first period ; 

(it) Fill up the gaps in the paid list, if any, in respect of the names of 
the office of issue of money orders with reference to the paid 
money orders ; 
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(lii) Note the number and amount of the Telegraphic Money Orders in 
the abstract from the paid list for statistical purposes, check the 
grand total of the numbers and cast the grand total of the num- 
ber and amount of the Telegraphic Money Orders in the second 
period abstracts ; 

(id) Issue reference to the Postmasters for wanting lists and other 
irregularities m connection thereof , 

(y) Prepare in manuscript wanting paid lists, if any, with reference to 
the paid money orders 

408-E. The Supervisor of the first and third stages of work m the Paid 
List Section will be to advise and help the arrangers and the reconcilers in 
their work whenever they experience anv difficulty He will train any new 
men posted to these two sections in their work 

Daily he should fully review fclie work of out* reconciler to see that the 
checking of the Postmaster’s abstract of daily totals with those prepared by 
the machine operators has been correctly done He should also check care- 
fully in detail six items of discrepancies noted by the reconcilers as 
‘ machine operators' mistakes ' entering the facts of these daily checks in the 
diary to be maintained by hnn The Diary should he submitted tothe Senior 
Accountant daily and to the Gazetted Officer in charge every Wednesday. 

At the end of the day he will collect from the reconcilers all the operators’ 
m an uscript slips that have been completely examined and see that the dis- 
crepancies noted therein in red ink have all been settled and a note to that 
effect together with the manner of adjustment has been recorded on the re- 
verse of the slips concerned. In cases of doubt he should go through the Paid 
List and Abstracts of daily totals and ascertain whether the particular 
adjustment has been correctly made. He will maintain the forecast register 
with reference to the rates of work of the Paid List group The mistakes of 
the operators m totalling the values of paid money orders should also be noted 
by him daily m the Error Book of Machine operators maintained by the Super- 
visor comptometer group according to clause (b) of Article 393. The entries 
in it should be made with reference to the remarks made by the recon- 
cilers in settlement of the < liscrepancies in the Operators* slips. For this 
purpose he should open separate columns m the ErroT Book. The Memoran- 
dums of Money Orders made over to Sorting group [see clause (m) of Article 
408-C] should be collected, totalled and also initialled by the Supervisor 
before their despatch to the Sorting Group pvry dav 1 u case the total number 
of mistakes shown as due o machine operators' mistakes falls short of 6 items 
in a day. the actual number available for the dav should be checked in detail. 

Audit of Summaries of Money Orders paid. m 

409. As stated m the Note to clause (6) of Article 387, the Summaries of 
money orders paid, intended for several Audit Offices, are all received together 
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in the Home Audit Office, separately for each month of issue. The Audit of 
these summaries is conducted in three stages, viz. (1) Cross totalling by the 
machine of the totals of the several columns of the Summaries, (2) machine 
totalling of the monthly totals as worked out in the abstracts for the II period 
and preparation by the operator of Consolidated totals of amount and No. of 
money orders , and (3) reconciliation. 

The work in the first and second stages is done by the machine operator 
while the work in the third stage is done by non-machinists called the Summary 
clerks. 

40 9- A. After getting the certificate of agreement from the Auditor, 
Postal Audit Section, of the grand total with the charge in the Cash account as 
laid down in Article 411 below, the Summary clerk will make over the Home 
summaries to the operators for doing the first stage of Summary Audit. A 
cross-total of the totals in columns 2 to 5 of the Home Summaries is struck 
by the machine operators and agreed with the grand total in column 6 thereof 
as given by the Postmaster. In the case of a disagreement, the difference 
should be reconciled by a reference to the figures fox all the Audit Offices as 
shown in the Summary for the Home Audit Office and noted as a plus or minus 
entry below the respective totals shown by the Postmaster m the Home 
Summary. This reconciliation should be effected before the despatch of the 
summaries to the respective foreign audit offices. The number of items of the 
operators’ daily outturn should be obtained by actual count of the number of 
columns in all the summaries dealt with by him and of the number of it ems he 
was required to agree in the process of reconciliation. 

409-B. In the second stage of the work the machine operator, in respect 
of each Head Office and all its sub-offices, strikes a total of the monthly totals 
(including the corrections) as shown in the abstracts for the II period, separately 
showing the consolidated total of the number and value of ordinary money 
orders paid as well as of telegraphic money orders paid. This abstract, 
prepared by the operator for each office, will thus consist of 4 items, — viz., 
the number of ordinary money orders and their value and the number of Tele- 
graphic Money orders and their value, so that if a Head Office has 20 Sub 
Offices under it, the operator will have to total 84 items including those of the 
Head Office. The number of items for outturn should, however, be obtained 
by actual count as it may sometimes happen that no telegraphio money orders 
are paid at a particular office during a certain period. 

409-C, The consolidated totals of the number and value of money orders 
as prepared by the operator in the second stage (vide Article 409B) are com- 
pared by the Summary clerks with the totals in the Home Audit offioe col umns 
of all the Summaries including the foreign Summaries received from the 
other Audit Offices The discrepancies, that may then be brought to light, 
are due either to the operator’s mistakes or to short or excess charges. These 
discrepancies should be reconciled by comparing the entries in the abstract 
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with the corresponding entries in the Summaries As no figures relating to the 
Telegraphic money orders appear separately in the Summaries, Consolidated 
totals relating to them as prepared by the operator are not subject to further 
verification or reconciliation. 

Note 1 — For the purpo&e of outturn, the ii'imbe* of o iiues in Summaries sho ild bo 
multiplied by 2 u respective of the fact whither there are any tmnsui tionq or not , but in tho 
caso of summaries audited in it ‘jpew t of money orders paid piredin^ credit, only those oticbs 
which have any transaction*, sho ild be multiplied bv 2. 

Note 2 — The Summary Clerk i should maintain p ogr^ar, repute sho viiu the number 
of summanes and extracts fiom summeiea received and the number chocked daily by thorn 
and tho number .■utanandmcr In addition, tho number of item 1 dealt v ith as per Noto 1 
Bhould also bo noted 

410. The Summary clerk should also see that the total shown in the 
Foreign summary agrees with the corresponding total in the Home summary. 
Any discrepancy noticed m the course of this verification should be noted as a 
plus or minus entry below the total shown in the Foreign summary and 
a note of agreement made and signed by him against the total. He need not 
check the grand total by cross totalling the columns 2 to 5 but he will see that 
the grand total of each summary is agreed with the charge in the Cash Account 
under the head “Money orders paid” for the month of issue concerned. 

411. A certificate of agreement will be obtained from the auditor in the 

Postal Accounts Section who will mark the gr md total f agreed placing his 
initials below the entry. In cases of disagreement, if the aggregate charge in the 
cash account agrees with the aggregate amount as exhibited in the summary, 
the figures of each month of issue as entered in the summary, should be 
posted by the auditor m the Classified Abstract irrespective of the amounts 
shown in the cash account, the remarks v ‘ agreed with the cash account 
being made in thp summary under hi $ initials with date Wnen, however, 
there is a discrepancy between the aggregate amount as entered in the cash 
account and that shown w the summary, the amount of discrepancy should be 
taken in the Classified Abstract against the head ki Issues of current month so 
that the total amount included in the Classified Abstract on account of 
money orders paid during a month may always agree with the total amount 
charged in the cash aejount of the month. In cases of such discrepancies, 
the following note should, however, be made by tho auditor in the money 
order summary against the total amount relating to the current months 
issues: “taken as Rs in the Classified Abstract ” 

Note. — A ny diff.wi a* bofcvejn tho grand tofcil of the conso'ulit'd Hoina su-ninary 
and the charge in the cash acco mt iioald be taken to relate to the Horn.* Orde fibres, 
the Foreign Circle totals being regardad as having agreed .viiih the ;adi account. 

412. The totals of the Foreign summaries received from other Audit 
Offices should be entered separately for each Audit Office in a Register (Form 
A. G. P. T.-409) and the summaries forwarded within a week of their receipt 
to the Foreign Audit Offices concerned for audit and record. An advice o£ 
transfer debit will also be sent to each Foreign Audit Office for the total of 
the Foreign s ummar ies perta ining to that office, debiting the amount to 
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* money order remittance 1 and crediting the Inland money order head (by 
deduction from debit) for the month of issue concerned. 

The Foreign summaries received from the other Audit Offices should be 
checked in the same way as the Home summaries The amount transferred 
on this account by the Foreign Audit Offices by means of an advice of transfer 
debit will be entered m a register (Form No. A. G. P. T.-409) and adjusted 
by credit to c money order remittance ’ and debit to the Inland money order 
head for the month of issue. Any discrepancy found on examination of the 
Foreign summaries will be pointed out to the Postmaster of the Foreign Circle 
concerned by means of an objection statement 

413. An objection statement will be issued to the Postmaster concerned 
for any discrepancy noticed in the audit of summaries and an enquiry will at 
the same time be made of the other Audit Offices in printed half-margin memo. 
(Form No. A. G. P. T.-408) as to whether there is a corresponding, or any, 
difference in the accounts Tendered to those offices. When the amount of the 
discrepancy exceeds Ps. 25, a telegraphic reference (in Code words) will he 
made to the other Audit Offices. If the reply which is also telegraphed (in 
Code words) does not reveal any corresponding difference, an objection, state- 
ment will be issued to the Postmaster. 

Nott: J — DiSeiencos m the amounts charged for diftevcut months of whieli do not 
affect the Aggregate amount ihftTged m the ranh recount for all the months of isbuo, aro not 
pointed out to the Postmaster, but aie adjusted m the Audit Offioe The Nummary clerk enters 
the particular* of tlie eoricctions rendered nccessaiy betweon dxflbieiit months of issue in a 
regiatoi why*h will bo totalled monthly A transfer entiy wdl then bo mad© for the rectification 
of □taw'icatun shown m the r*asb amount, as the Postmaster's totals nf the summaries corres- 
ponding to the aevwal pa its of th. paid list are verified with the cash account entries. 

Noth 2 — See Note under Article 478. 

Statistics of Money Orders Paid. 

414. For statistical purposes, the figures of Paid summaries (Home and 
Foreign) relating to the total number and value of paid money orders issued 
in the Home Circles are entered separately for office and each Postal Circle 
of payment, in a register to be maintained in Form W A. G. P. T.-402, the 
transactions relating to telegraphic money orders being recorded m a separate 
column, ride Article 503. 


Sorting of Paid Money Orders. 

415. The work of sorting paid money orders is done in four stages : — 
First stage — sorting according to Head Offices of issue. 

Second stage — sorting according to Sub-Offices of issue. 

Third stage — arranging of the sorted orders under each head or sub 
office according to the serial numbers of the orders. 

F ourth and final stage — counting, bundling and labelling. 
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The sorting of paid money orders should be completed on the dates 
noted below : — 

1st period 18th of the next month. 

2nd penorl . 3rd of the second month following. 

4l6 Each bundle of money orders received from the Paid list group is 
examined by the Supervisor to see that the number of vouchers shown on the 
slip placed on the top of the bundle agrees with the corresponding entry in 
the Memo (Form A. G P. T.-407). The Supervisor should note against each 
entry in the Memo, the names of sorters among whom the vouchers will be 
distributed for counting, keepmg in view that each sorter may get approxi- 
mately 1,000 vouchers The vouchers will then be distributed among the 
sorters for sorting, 

A progress register for each sorter should be maintained in Form A. G. 

P. T.-410. 

417. The sorter will verify, by actual counting, the number of vouchers 
noted in the Memo, and then sort the money orders by Head Offices of issue 
■with reference to the money order name-stamp nnpressed at the top of each 
money order. The sorted bundles will be collected by the distributors from 
each sorter, and after necessary entries have been made in the progress register, 
the sorted orders will b i collected in a receptacle fur each Head Office. 

Note 1 — -A± the commencement of a period, there will always be 0 days’ aivumulationa 
of paid money orders, as the interval between the c rnimericemcnt id jkLid 1M examination and 
that of sorting for a period i a ordinarily 6 days. 

Note 2 — In order to avoid the mixing up oi money ordms issued m one month w ilk those 
issued m another, the s irting m all fn-age* is done b\ sets of men., li the cUd-ibution of work 
inquires the same man to deal with different months of issue, great care should be taken at 
every stage of the work to keep one month’s issues upait from, another month’s, bundles for one 
mouth being disposed of bef ne those ot another month are taken up. 

418. Each sorter is next allotted a certain number of Head Offices and is 
required to sort the orders according to the several Sub-Offices under each 
Head Office and then serially arrange them for each Head or Sub -Office of 
issue. 

The sorted bundles will be detained m the Sorting group and added to 
from day to day as the daily despatches are received from the Paid list group 
and the whole list kept serially arranged until the last despatch for the p- nod 
concerned has been received. All the bundles will then be amalgamated into 
a main bundle, serially arranged. 

419. The orders for each Head Office including its Sub Offices will next be 
counted by hundreds, placed crosswise and bundled, the total number in each 
bundle being noted on a slip in Form A. G. P. T.-ill placed at the top and 
signed by the Head Sorter, showiug (1) the Head Office of issue, (2) ^he 
number of paid orders, (3) the month of issue and ( 4 .) the month of payment, 
with the sorter’s initials. 
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420. The number of orders contained in the bundle or bundles for each 
Head Office, as shown m the slip i, wall then be posted by the Head Sorter against 
the names of the respective Head Offices of issue in the sorting broadsheet 
[Form No. A. G-. P. T.-412 («), etc.]. A separate broadsheet should be used 
for each month and Postal Circle of issue of money orders. The totals of the 
Circle broadsheets are consolidated at foot of that for the principal ” Circle 
and the grand total arrived at in the broadsheet for the principal Circle is 
compared with the grand total of all the Paid list broadsheets. The difference 
between the two totals is explained in a separate sheet of paper and a report 
submitted to the Gazetted Officer in charge through the Senior Accountant. 

Not sz. — Before the agreement of the Sorting Broad Sheet is taken up, the Head Sorter 
should see that the number of money oiderb ei-tiaeted for test debit check a redding to Article 
420-A., has been noted theieon by the Accountant, Debit Check Group, under his dated 
initials 

421. The serially arranged bundles for each Head Office together with the 
respective broadsheets for each period of payment are then made over to the 
debit-checking group for audit. The bundles and the broadsheets are kept 
distinct for each month of issue. For this purpose, the broad sheets are 
maintained in three distinctive colours, viz., Brown, Red and Yellow. 

421 -A. Each of the Head and the Assistant Head Sorters should maintain 
a diary to record his daily work. He should also review the work of two 
sorters daily by rotation. The result of the review should be duly recorded 
in his diary which will be submitted to the Senior Accountant daily and to the 
Gazetted Officer every Wednesday. 

Notjf — The Deputy Accountant General may, at hie discretion, allow a head sorter or 
an Assistant bead soitcr to review the work of one sorter only instead of two. 


Money Orders Mis-sorted by the Post Office. 

422. It may happen that a money order issued within the area of a Foreign 
Circle of audit may erroneously be received with the Paid list. The mis-entry 
of such an order in the Paid list is detected in the course of sorting or by the 
debit-checker. If the sorters work properly, such money orders should in- 
evitably be intercepted by them, in which case the oi dors should be made over to 
the Head Sorter. The latter will enter them in a register and send it along 
with the vouchers to the Paid list group for verification of the charge. The 
Paid list examiner will record a certificate of verification on the vouchers and 
make over the register and the vouchers to the Remittance auditor for 
transmission to the Foreign Audit Office concerned with an advice of transfer 
in Form A. C. G.-77. The advices of transfer debits for money orders mis- 
sorted by the Post Office should be recorded in a remittance register in Form 
A. G. P. T.-409 and despatched to the Foreign Audit Office concerned twice a 
week. The number and date of the advice of transfer will be noted in the 
register of money orders mis-sorted by the Post Office in Form A. G. P, T.-413 
against the entries and the register returned to the Sorting group. At the 
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end of the month, the remittance register will be totalled and the total amongst 
amount adjusted by debit to c Money Order Remittances, and credit to 
e Inland Money Orders * by deduction from debit. 

423. Tlie Audit Office receiving the money orders with the advices of 
transfer debit, will also enter them in a remittance register m Form A. Gr. P. 
T.-409 and at the end of the month will make the necessary adjustment m its 
accounts by debit to k Inland Money Orders 9 and credit to 4 Money Order 
Remittances Such money orders will not be made over to the debit- 
checkers, but will be dealt with by the special clerk entrusted to receive them, 
who will check payments against issues in the Issue list, encircling the entries 
of amounts and marking them with the letter 4 C 5 (Calcutta), 4 M 5 (Madras), 

4 D 9 (Delhi) or 4 N 9 (Nagpur), as the case may be, to indicate the Audit Office 
from which the money orders were received, and file the money orders after 
audit with the respective advices of transfer. The accountant in charge of 
the Remittance group should record these advices of transfer, after satisfying 
himself that the money orders were audited properly 

Misclassified Money Orders* 

424. If, in the course of sorting, a money order pertaining to a month 
of issue is found in a bundle of money orders relating to a different month of 
issue, the money order will not be removed from that bundle, but will be 
placed at the top of that bundle bo that the necessary adjustment may be made 
by the Debit-checking group 

Note. — Bogus money orders are also liable to be dettc tid by the aortei at this stage If 
the number assigned to such an order does not fall in the series in which the genuine money 
orders axe issued on that date, or the same number appears for two money oiders l^ued on a 
oertam date, the sortoi should at once tvke them to the Head Sorter tor necessary action 

Debit checking or checking Payments against Issues. 

Process of debit-checking . 

425. Each debit-checker will be allotted a certain number of offices for 
debit-check and will receive from the Sorting group the bundles of paid money 
orders relating to his portion, no matter m what months they are issued, and 
sign the corresponding entries in the sorting broadsheets in the column pro- 
vided for the purpose. As the bundles are tied up in hundreds and kept cross- 
wise, he will count the hundreds and tally the number with the entry on the 
slip placed on the top of the bundle. If any discrepancy is discovered, it will 
be brought to the notice of the auditor in charge, who will settle tin difference 
in communication with the Head Sorter. 

Each debit-checker will be allotted different offices in different months 
The selection of offices will rest with the Senior Accountant in charge of the * 
Section and for this purpose a broadsheet showing the distribution of offices- 
among the debit-checkers during the several months should be maintained 
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by him. The selection should be so arranged that no debit-checker may be 
in a position to have any idea of the offices to bo assigned to him in a particular 
month 

XuTE receiving «i Kindle of suited oi tiers, the checker nhouiil aee whetbei the 

month's of isiue ot mone\ urdcriJ ugiep with the months noted, on the slips placed on the 
bundle. 

42G. If, in the process of debit-checking, it is found that certain orders 
have been niis-sorted as to Head Offices of issue, these will be transferred to the 
proper checker by making entries m the plus and minus columns of the broad- 
sheet or sheets, as the cose may be, his initials being taken against the plus 
■entries, while the checker, who transferred such ordes, will initial the corres- 
ponding minus entries. 

427. If, in the course of debit-checking of money orders relating to a 
month of issue, certain money orders relating to a different month of issue are 
found, a note should be made on them of the incorrect month's bundle with 
which they were received The v must, after checkin the Issue list concerned, 
be transferred to t he Assistant Auditor for entry in a register m Form A. G. P. 
T.-413 and for rectification of the classification in the Paid lists and of the cash 
account figures. The entries in the register will be totalled each month and a 
transfer entry made by debiting the correct months of issue and crediting (by 
deduction from debit) the months uf issue under which they were wrongly 
classified m the cash account 

Some Money Orders may also be found the credits foi which cannot be 
traced in the Issue Lasts in consequence of incorrect oi illegible entries m 
them or due to defective or incomplete particulars. Such money ordeis which 
are called miscellaneous money orders are made over to the Assistant Auditor 
who will make an attempt to check those money orders against ‘ssues. If he 
fails in his attempts action should be taken to obtain complete particulars of 
these money orders and then to debit-check them 

The nusclassiiied money orders after rectification and the miscellaneous 
money orders after being debit checked, should be made into separate 
monthly bundles and arranged according to offices of issue, 

428. The broadsheets will be retamed by the Auditor in files arranged 
according to dates of their receipt. When a month’s accounts have been 
finally audited, the broadsheets and money orders relating to that month will 
he made over to the Record clerk ; they should be destroyed under the Deputy 
Accountant General's orders after the prescribed period. 

429. In debit-checking a money order in the Issue list, the checker will 
compare the number of the money order and the amount as entered by the 
post office (in figures and in words) with the corresponding entries in the Issue 
list, and mark against the amount in the latter, the latter of tne alphabet 
assigned to each individual checker with a coloured pencil in token of having 
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thus debit-checked the money order. The entries in the Issue list for money 
orders paid in different months (which are received in separate bundles— see 
Article 419) will be ticked off in different colours thus — 

Blue— indicating payments in the month of issue. 

Green— indicating payments in the next month. 

The checker will also note any difference between the amount of the paid 
money order and the credit m the Issue list in either of the two columns pro- 
vided for the purpose on the form of the list and issue an objection state- 
ment to the Head Postmaster pointing out the short or excess payment. 

Note 1. — Money orders paid m the month preceding the month ot credit will also be debit- 
checked m blue pencil 

Note 2. — The dobit-cheoker should take into account any red ink note made hy the Paid 
list examiner on the money order showing the amount chained in the Paid hat 

Note 3. — When a difference is found between the amount of a money oidei and the credit 
in the Issue list, the debit-checker will, before entering the difference in an objection statement, 
ie-check the total of that page of the Isbuc list to satisfy himself that the mcoirect c redit entei ed 
m the Issue list has been mcluded m the total of that page and that the total has been earned 
over to the next page He should also take into consideration any entries that may have been 
made by the Issue list Examiner on the list. 

Note -t. — In debit-checking, the telegraphic money order receipts are treated as oidmary 
money orders 

Note 5. — Should the debit-checker find any money order pertaining to a Poieign Cilele 
of Audit, he will hand it over to the Auditor who will transfer it to the Head Sorter, obtaining 
his receipt for the same on the Head Office sorting broadsheet with which it was originally 
received. 

429-A. In order to test the accuracy ot the work done in the ‘ Debit- 
check ” group, the Accountant should, just after the I stage sorting, viz,, Head 
Office Sorting, abstract approximately at the rate of four money orders for 
every 1,000 money orders from the receptacle for each Head Office, so that the 
number, so abstracted may work up on the aggregate to ■ 4 per cent, of the 
total number of the transactions for all the offices taken together. He should 
keep them with him under lock and key till the issue lists for the period have 
been debit-checked. For the purpose of ascertaining that the abstracted 
money orders work up to the required percentage on the aggregate they should 
be entered in a register (Form A. G. P. T.-413-A ) maintained for this purpose, 
and their number should be counted and agreed with that arrived at by 
calculating 4 per thousand on the total number of money orders entered in 
the Paid list broadsheet for the period, and a record of this agreement should 
be made in the register of the abstracted money orders below the entries for 
the period. The abstracted money orders should then be debit-checked and 
it Bhould be seen whether these money orders appear as unpaid or not. If any 
of these money orders is marked by the debit-checker as paid, the matter should 
be brought to the notice of the Gazetted Officer for necessary disciplinary 
action. The register of abstracted money orders should he kept confiden- 
tially with the Accountant, and submitted to the Gazetted Officer every month 
after the debit -checking of the period is completed. The mistakes of debit 
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checkers found out at the time of test check should be entered m an Error 
Book maintained for this purpose This Error Book should also be utilised 
by the Ledger Group for noting the errors and omissions of debit checkers 
revealed by the examination of the bundles of paid money orders, referred to 
in Note 3 to Article 459. The Error Book should be submitted monthly to 
the Head of the Office through the Senior Accountant and the Gazetted Officer- 
in-Charge. The auditor in charge of the correspondence group will submit to 
the Accountant, Debit-Check Group all cases in which a call or reference is 
received for a particular money order reported as unchecked by the clerk 
dealing with such calls. 

Note l. — In the work ot the teat debit-checking the Accountant may have the help of 
an auditor but abstraction and debit- chocking (30 money oidera per day) bj- way of supervision 
should be done by the Accountant himself 

Note 2. — The Accountant, Debit Check group, should note the total numbe of money 
orders extracted in the Sorting Broadsheet tor the period and attest the sami> with bis dated 
putinlb 

430. The conversion of sterling value into rupee currency m respect of 
Foreign sterling mmey orders is checked by the Examiner of the Foreign 
monpy order list, vidn Articles 522 and 533. The debit-checker should take into 
consideration any note or correction made by the Examiner of Foreign money 
order lists either on the outward money order or in the inward Money Order 
list and issue an objection statement if necessary. The conversion of the 
sterling value should, of course, be checked by the Auditor and the Accountant 
when the objection statement is passed. If no note or correction appears on 
an outward sterling money order, the amount of value m rupees as noted by 
the Postmaster will be compared with the entry in the Issue list. 

431. It happens that the credit for a Telegraphic money order cannot 
be traced in the Issue list in consequence of incorrect or illegible entry of 
the name of the office of issue on the Telegraphic money order receipt Before 
issuing an objection statement for the non- credit of the Telegraphic money 
order, the auditor to whom such Telegraphic money orders will be made over 
by the debit-checker, will make an attempt to find out the correct office of 
issue by a reference to the Telegraphic money order requisitions. If he fails 
in his attempts, he will issue a telegram, in Code words <c Graeca ,5 in cases 
of Bs. 100 and above and half-margin references marked “ urgent 55 in other 
cases, asking the office of payment (sub-postmasters being addressed direct 
instead of through the Head Office) to intimate the correct office of issue by 
referring to the postal confirmation of the Telegraphic money order advice. If 
the reply is not satisfactory, the postal confirmation itself should be called 
for. If the correct office of issue showing the credit for the Telegraphic money 
order cannot oven then be found out, the charge for the money order should 

-be disallowed in audit and the item placed under objection. 

Note,— T he cost of telegrams issued in this connection is recoverable from the Post Office 
officials at fault and the Audit Office will addreas the Divisional Superintendent or first class 
Postmaster, as the case may be, for recovery of the amount. 
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Settlement of Discrepancies, 

432 . Care should be taken to see that in cases of discrepancies, the objec- 
tion statement is issued to the Head Postmaster of the office of issue or pay- 
ment, as the case may be. When a discrepancy is noticed between the credit 
and charge for a money order, the remitter’s entry on the money order as to 
the amount of remittance should be relied upon. If the amount entered by 
the rei itter agrees with the credit, then it should be assumed that the amount 
paid is incorrect, i e the case should be treated as one of short or excess 
payment, as the case may be, and the objection statement issued to the Head 
Postmaster of the office of payment of the money order. If, on the other 
hand, the amount entered by the remitter on the money order agrees with the 
amount paid, then it should be assumed that the credit afforded in the Issue list 
is incorrect and the case should be dealt with as one of short or excess credit of 
money order and the Head Postmaster of the office of issue addressed to settle 
the objection . In the case of Telegraphic money orders, the Telegraphic money 
order requisitions should be consulted for the correct amount of remittance. In 
the case of Value Payable money orders, however, the Head Postmaster of the 
office of issue of the money order will he addressed for recovery from, or refund 
to, the addressee of the Value Payable article, as the sender of the Value Payable 
article is entitled to the amount- noted by him for recovery on the article. 

433 . Sometimes on receipt of complaint from the remitter or the payee 
of a money order, Postmasters take action for the recovery or refund of the 
excess or short payment and adjust the amount m their accounts, sending an 
intimation to the Audit Office. In such cases, the credit or charge will be 
verified and the fact noted in the Issue list by the Auditor, Debit-chocking group, 
against the money order concerned, so as to attract the attention of the Dehit- 
checker in the course of his debit-checking. No objection statement will be 
issued to the Postmaster in such cases, but a c not to issue 5 objection state- 
ment will be prepared. 


Adjustment ci small differences. 

434 . Differences in the money order accounts of sums not exceeding two 
annas on account of over credits and short credits of value and commission or 
short payments and over-payments on value of money orders (except in the case 
of Revenue money orders) need not be included m the Objection Books and 
objection statements. Over-credits of value and commission or short pay- 
ment on money orders not exceeding two annas should be noted in a register 
in Form A. G. P. T.-414 for each Postal Circle and the total amount adjusted 
by monthly transfer entries to the credit of “ Fees and other receipts — Other 
items ” under Abstract B-Moscellaneous Revenue, by debit to ‘ Inland Money 
Orders — month of issue 3 or ‘ Money Order Com m ission Short credits of vgffiie 
and co mmis sion or over-payments on value of money orders should be noted 
in a separate register in Form No. S. Y.-265. The total amount will be ad- 
justed monthly by debit to “ Abstract J-V — Miscellaneous Postal Expenses 
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—Losses, etc., written o£E — Irrecoverable over-payments ” and ciedit to ‘ Inland 
Money Orders — month of issue 9 or ‘ Money Order Commission \ The two 
registers should be submitted monthly to the Gazetted Officer m charge 
through the Senior Accountant for review. If these mistakes occur frequently 
in the accounts of any one Post Office, the Postmaster's special attention should 
be drawn to them and a report should be made to the Head of the Circle re- 
questing him to take suitable notice of the Postmaster’s carelessness. 

Noth 1 — In pome cases, pies are included by mislake m foreign rupee monoy orders and 
the postmaster of the office of exchange directs the postmaster of the office of issue of the money 
orders, to refund the pies to the remittor These eases should be included in the Objection Books 
and objection statements should be issued. 

Notb 2. — When a case of difference not exceeding two annas noticed during audit of 
Revenue Money orders, haB been brought to the notice of the party concerned and it ib found that 
the party does not choose to take any action in the matter, the objection may be withdrawn in 
the manner contemplated in Article 477. 

Time allowed ior checking Paid Orders. 

435. Checkers receive money orders in fortnightly bundles from the Sort- 
ing group, and a fortnight is allowed for the disposal of the batch. The number 
received by each checker and his daily outturn as well as the balance in hand 
are daily recorded in a progress report book in Form A. G. P. T.-415 (see Article 
512). 

The debit checking of the paid money orders should be completed on the 
dates shown below : — 

Paid money orders received with the first Bi-monthly List of 

money orders paid . . . . 3rd of the seoond month 

following. 

Paid money orders erceived with the second Bi-monthly List 

of monoy orders paid . . . . . . 20th of the second month 

following 

Errors and Omissions. 

436. Errors or irregularities discovered in checking the paid orders will 
be noted in coloured pencil on the money order and issue list, as the case may 
require, and will be communicated to Postmasters in the manner prescribed 
in Chapter 20 of the Posts and Telegraphs Audit Code, Volume I. 

Recording paid orders. 

437. As the checker completes the check of the paid money orders, he will 
record the bundles of money orders appertaining to each head and sub office 
of issue and month of issue and payment in the fortnightly bundles as received 
from the Sorting group (see Article 421). If an objection statement is issued 
pointing out discrepancy between the credit and the charge on account of a 
money order, the money order will he stitched or securely fastened to the ob- 
jdfrfcion statement as an enclosure, a check slip (Form No. A. G. P. T.-403) 
being prepared and signed by the Auditor in charge and placed in the bundle. 
Such money orders, on their return, will he filed with the case relating to the 
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objection statement. In place of every money order removed from the bundle 
of recorded vouchers, a check slip must be prepared by the person who wants it 
to be removed. The checkers will be held personally responsible for any money 
order found missing from a bundle in their charge, without a check-slip being 
placed in lieu thereof. 

Transfer of vouchers and Issue lists to Ledger group, 

438. After the issue lists have been fully checked, the recorded bundles 
of vouchers and the issue lists will be transferred to the Ledger group for the 
pickig out of unchecked items. It should be clearly understood by the checkers 
that after the vouchers and issue lists have once passed out of their hands, no 
further checking or alteration should he made by them in the issue lists. If 
necessity for this should arise, the vouchers should be made over for disposal to 
the Ledger group by the auditor in charge of the debit-checking group in which 
the vouchers are received. 

Review. 

438-A. The work of each debit-checker should be reviewed thnce a month 
by the Auditor and the Accountant, Money Order Section. The Auditor and 
the Accountant for the purpose of this review, will test-check daily, from each 
debit-checker’s work, a certain number of items which should be so fixed by 
the Head of the office that the total number of items cheoked is not less than 
450 a day. 


Duplicate Money Orders. 

439. When an intimation is received of the issue of a duplicate order in 
lieu of an original order lost beforo payment, the clerk who receives such in- 
timation will refer to the issue list, and see that the original order has not 
been noted as paid. If he finds that the original order has been paid, he will 
at once telegraph to the office of payment or send an express letter in Form A. G. 
P. T.-443, as may appear necessary stopping payment of the duplicate. If 
it has not been paid, he will note the fact of the issue of a duplicate in red 
ink against the entry in the issue list. Should the original order be found 
afterwards in the course of debit-check, the checker will transfer it after check 
to the clerk who deals with cases relating to intimations of issue of duplicates, 
for such action as may he necessary. 

* Intimations cf issue of duphoa to money orders will be indexed by the clerk con- 
& 8 £ pa u 6 * hl <h "iU also show the final disposal of the intimations. These 

intimations should invariably be dealt with as urgent correspondence. 

■on* pf irregularities in the issue of duplicate money orders Bhould ba 

sent to the Head of the Circle every month. 


Void Money Orders, 

440. A Void money order ” is a money order not paid within the period 
of its ^ UTreilc ^ r ^‘ e ’’ 011 or before the last day of the month following the month 

hiip&t 

IT 
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Lists of Void Money Orders. 

441. Void lists (Form No. M. 0.-19) are prepared only by Head Offices of 
issue and include such unpaid void money orders as were issued either by the 
Head Office or any of its sub -offices. Void money orders relating to the issues 
of other Head Offices are returned to the Head Offices of issue to be included in 
their Void lists. Thun each Head Office submits only one void list to its own 
Audit Office, and the money orders appear in the list in serial order. The void 
lists are due for submission to the Audit Office on the 16th of each month, and 
include money orders treated as void at the end of the month following that of 
issue. Separate void lists are submitted of the money orders issued in each 
month (also see Article 445). Void money orders received direct from offices of 
payment under Rules 289 (4) and 300 (4) of the Posts and Telegraphs Manual, 
Volume VI, should be entered in the list of void money orders concerned. 

442. Void lists are dealt with in the Miscellaneous group of the Money 
OrdeT Section where they are first examined with the void money orders that 
are received therewith. If any money order entered in the list is missing or if a 
money order be received in excess, the fact should be brought to the notice 
-of the Postmaster. An explanation of the absence of an order should be 
called for, unless accounted for by a remark in the void list. The examina- 
tion of the void lists should be completed within one week of their receipt. 

Note. — S hould a void money order of a Foreign Circle of Audit he erroneously included 
in the Home Circle void list, it will be struck out therefrom and such void money order will be for- 
warded to the Audit Office concerned, where its ontiy will be supplied in the appropriate void 
list and it will then be dealt with m the ordinary course. The eiror should also be pointed 
out to the Postmaster concerned. 

443. Credit in respect of each void money order should then be verified with 
the entry in the Issue list. The letter ‘ R 5 should be marked in red pencil 
against the amount of the order in the Issue list to indicate that the money 
order has been received in the Audit Office as unpaid void. 

No account adjustment will be necessary for the unpaid void money orders 
and their amounts will continue to remain under the Inland Money Order 
head for the month of issue. 

The unpaid void orders will, after check, be kept arranged in bundles 
of convenient size for each month of issue according to Head Offices of issue in 
alphabetical order so that they can be easily traced for re-issue when payment 
is claimed. 

444. All the items not checked in the Issue list will be entered in the 
list of unpaid items. After the preparation of the list of unpaid items 
for a Circle is completed, the void list and the list of unpaid items will be 
arranged alphabetically according to Head Offices and bound together to 
constitute the st Register of unpaid money orders.” There will thus be a 
separate monthly volume for each Circle. 

NJ?. — Care should be taken to see that no item in the void list is entered again in the list 
of unpaid items. The Accountant in charge of money order ledger should exercise this check 

Note. — T he procedure for the preparation of the list of unpaid items is laid down in 
Article 469. 
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445. Void unpaid money orders received by the Postmaster of the office of 
issue after the submission of the void list will be forwarded to the Audit Office 
with covering letters. These money orders should be entered in the Void 
lists and checked in the register of unpaid money orders or Issue list according 
as the preparation of list of unpaid items from the Issue list is completed or not. 
After check, they should be filed m the proper place in the bundles of void 
unpaid orders. 


Payment of void Money Orders. 

446. Although a money order is technically c void 5 if not paid within cur- 
rency, there is no bar to its being paid, if payment is possible. In such 
cases, the payment is treated in the Post Office accounts, not as a money order 
payment, but as an unclassified payment and is debited in the accounts 
by the Postal Accounts Section to the “ Inland Money Order ” head in respect 
of Home Audit Office issues and to Ck Money Order remittance ’* in respect of 
Foreign Audit Office issues. The classification is advised by the Money Order 
Section, before the posting of the Classified Abstract. 

447. On receipt of the schedule of void money orders paid with the paid 
money orders, the sub-auditor in the Money Order Section will — 

(a) see that the particulars of the money orders agree with the entries 

in the schedule and then tick off each entry in the schedule ; 

(b) verify whether each entry in the list is supported by a money order 

and if a voucher be found wanting make a reference to the 
postmaster calling for the voucher, keeping the amount under 
e items awaiting clearance 5 in the Objection Book and preparing 
a check slip in lieu of the money order and placing it in the 
bundle , 

(c) check the totals of the schedule ; 

(d) if any money order issued from a Foreign Audit-Circle be wrongly 

entered in the Home Circle schedule or vice versa , correct the 
entry by scoring out the item from the wrong schedule and in- 
serting it in the proper one and recast the totals of the schedules ; 

(e) compare the totals of the Foreign Audit Circle schedules with the 

entries in the Home Audit Circle schedules, mark the total 
4 agreed ’ and initial the entry ; 

(f) forward the Foreign Audit Circle schedules to the Foreign Audit- 

Offices concerned together with the paid money orders and 
relative advices of transfer ; 

{g) sort the paid money orders of each head office in respect of Home 
Audit Office schedule according to months of issue and serially, 
and prepare an abstract in red ink at the bottom of the last sheet 
of the schedule showing the number and amount of money orders 
according to different months of issue ; 

H2 
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(h) send the void schedule for each period with the classification noted 

on its back to t lie auditor of the Postal Accounts Section who will 
initial the total of the schedule marking it agreed ” after verify- 
ing with tl«e charge in the corresponding schedule of unclassified 
payments and return the void schedule to the Money Order 
Section. The auditor of the Postal Accounts Section should 
note on the back of the schedule of unclassified payments, 
the classification given on the void schedule for each period and 
incorporate the same in the Classified Abstract for the month 
concerned ; 

(i) post the total for each month or year of issue and for each Foreign 

Audit Office against the head office in the Register in Form 
A. G. P. T.-416. The register should be submitted to the 
Gazetted Officer for review through the Accountant every month ; 

(j) re-sort the paid void money orders for each period according to 

Head office and Sub-office of issue and arrange them serially and 
debit-check them in the Issue list. Paid void money orders of 
any month of issue received after the register of unpaid money 
orders has been prepared should, however, be debit-checked in the 
register and not in the Issue list. Each item so checked either 
m the Issue list or in the register should be marked with the 
letter e V ’ m blue pencil. For items debit-cheeked in the 
register of unpaid money orders, a note of payment should 
also be made m the column provided for the purpose , 

(k) place the paid money orders, after debit-check, in separate bundles 

for each Head Office and each month of issue, irrespective of the 
date of payment. 

Note — Any nus-claasification between months of issue found in the course of debit- check 
should be rectified 

Paid Void Orders received from Foreign Audit Offices. 

448. On receipt of void paid orders from Foreign Audit Offices with an 
advice of transfer debit, the sub-auditor will compare them with the schedules 
accompanying them, check the totals of the schedules, sort the money orders 
according to Head Office and month of issue, and classify the amount for each 
month or year of issue and record them m a Register in Form A G. P T.-417. 
This register will consolidate for each month of adjustment the total amounts 
debited by all the Foreign Audit Offices and responded to by the Home 
Audit Office The amounts debited should be adjusted by credit to 41 Money 
Order Remittances ” and debit to cc Inland Money Orders —month of issue ” 
in the accounts of the principal Circle of the Home Audit Office, and an accept- 
ance of the debit sent to the Foreign Audit Office concerned, a note of the number 
and <late of acceptance being made in the register. The register should be sub- 
mitted to the Gazetted Officer through the Accountant for review every month. 
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449 . The sub-auditor will then re-sort the paid orders according to Head 
Office and Sub-office of issue, arrange them serially and debit-check the orders 
in the Issue list or in the register of unpaid orders, if the latter has already 
been prepared, marking against the entry the initial letter of the name of the 
Audit Office and the month of adjustment in the Home Audit Office thus : 

M June ’27. 

For items debit-checked in the register of unpaid money orders, a note of 
payment should also be recorded in the column provided therein 

The instructions in clause (k) of Article 4*17 and the note thereunder will 
also apply in the case of these money orders 

Recoveries from Wrong Payees a^d payments to Right payees of Money 

Orders. 

450 . Credits and debits appearing in the schedules of unclassified receipts 
and payments on account of recoveries from wrong payees of money orders 
and their subsequent payments to the right payees should be taken to the 
detailed head “ Recoveries of wrong money order payments ” under the head 
“ Deposits ” in the Postal Accounts Section. That Section will enter the 
amounts in a register of deposits (Form A. G. P. T.-70), and watch their 
subsequent adjustments as in the case of other deposits The total credits 
and debits posted in this register will be agreed with the Detail Book, 

Note 1. — As payments to the right payees are generally made after recoveries of the 
amounts from the wrong payees, credits will, as a rule, precede tho debits in such cakes. If, 
however, a payment is made to the coirect paity under orders of the competent authority 
before recovery of the amount from the wrong payee, the chargo should be held m the Objec- 
tion Book of tho Pobtal Accounts Section under “Ad van cos Recoverable — Other Accounts”, 

Note 2 — If payment to the right payee is made by an office under the jurisdiction of 
a Foreign Audit Office, the chargo should be transfened by that office tluough the head 
“ Post Office Remittance 5 ’ to tho Audit Office m which the credit appears, an advice of 
transfer being sent in Form No. A. C. G.-77. 

Traisfer of balance from Inlard Money Orders to Forfeited Money Orders. 

451 . The head “ Inland money orders ” relating to a particular financial 
year will be kept open in the books for three official years and the balance 
(i.e., the excess of actual receipts over payments) under the head will, there- 
after, be transferred direct to a revenue head — “ Forfeited money orders ” 
at the end of the third year of issue by a transfer entry thus : 

Dr 

Rs. . , Inland money orders (year of issue). Or* 

XIX— Posts and Telegraphs. — Abstract B. — 

Receipts on account of money orders and British Postal Orders 
Forfeited money orders Rs. 

Amount of money orders of (year of issue) outstanding at the 

end of the year lapsed to Govern- 

ment. 
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This arrangement does not preclude the subsequent payment of the money 
orders, should claims arise on a later date. The items so transferred should 
be entered in a Register of Forfeited Money Orders (Form No, A. G, P. T.-478) 
therein a column is provided to record subsequent payments. The total of 
the items entered in the Register should be attested by the Accountant. The 
monthly head “ Inland money order ” should be kept open in the books only 
during the financial year in which the money order was issued and the first 
three months of the following year From the accounts for July onwards 
each year, charges on account of payment of Inland money orders issued 
during the previous financial years will he posted in the Classified Abstract 
and Detail Book against the annual heads for the years of issue (e g, 3 “ Total 
Inland Money Orders 1927-28 ’*). The balance outstanding at the end of the 
second year following the year of issue will be transferred to the head <e For- 
feited money orders The amount oredited to the head “ Forfeited money 
orders 15 and the amount of unexplained diffeience in the money order — accounts 
should be reported by each Branch Audit Office to the Central Office immedia- 
tely after the March Supplementary Accounts (1st Batch) is closed. 

Note — lVhfii payment of a Forfeited Money Order is authorised, the Register of For- 
feited Money Orders (Form A G P. T -478) should be submitted to the Gazetted Officer along 
■with the payment order foi attestation of the entry m the register. 

Re-issue of Void Money Orders. 

452. On receipt of an application in an Audit Office for the re-issue of a void 
money order, it should be seen that the void money order is one that was 
issued within that Circle of Audit and if not, the application should be trans- 
ferred to the Audit Office concerned. A reference will then be made to the 
register of unpaid money orders (see Article 444) to see if the money order ia 
still outstanding as “ void ” or “ forfeited to Government *\ If the register 
shows an entry which corresponds with the particulars given in the applica- 
tion and it is found that the original void money order was received, the money 
order wall be re-issued in favour of the person named in the application, whether 
he be the remitter or the payee or a person named by either of them. 

458. Should the particulars given m the application disagree with those 
recorded in the register of unpaid money orders, the Postmaster will be asked 
in a letter in Form No. A. G. P. T.-419 to explain the difference. A note of 
the number and date of this reference will be kept in the register of unpaid 
money orders. 

454. If the money order, the re-issue of which is requested, has been paid 
within or after the period of currency, or if authority for repayment to the 
remitter in a foreign country has been communicated to the office of exchange 
or if it has been re-issued already, the facts as known should be communicated 
tef the Postmaster. 

465. (a) Foreign inward money orders held as void should not, as a rule, 
be re-rissued in favour of any person other than the payees without the assent of 
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the Indian office of exchange through, which they were originally advised* 
In no case a Foreign inward money order can be re-issued six months after 
its issue. In such cases, the Postmaster should he asked to obtain the assent 
of the Indian. Office of Exchange. \ < 

(b) Applications for the re-issue of void money orders will ordinarily be 
received through Postmasters (vide Pule 301 of the Post and Telegraphs 
Manual, Volume VI). Applications mile by remitters or payees direct to an 
Audit Office should be forward? 1 to th^ Posftn i .ier of the offices of issue of the 
money orders for necessatv action A monjv order will not he re-issued in 
favour of the heir of deceased remitter or p ivec unless the claim is acknowledged 
by the competent authority (or by the original payee or remitter, if surviving). 

(c) Void money orders sent out on requisition will not be re-issued 
until they are received back. 

(d) When the payee or remitter of a void inland money order applies for 
its payment to him in a foreign settlement in India, or in a country or 
place outside India with which money orders can he exchanged, the money 
order will be re-issued by the Audit Office on the Indian Office of Exchange 
concerned, with instructions to that office to cash the order and after deduct- 
ing from the amount a fresh commission at the rates applicable to inland money 
orders or outward foreign sterling money orders, as the case may he, to advise a 
fresh order for the balance to the settlement, country or place of payment. 

Note. — This rule applies also to void money orders re-issued by the Audit Office for 
paym mfc in Indian States, but no recovery on account of a second commission should be mad® 
in such oases 

458. On the acceptance of an application for the re-issue of a void money 
order, the void money order is re-issued by making an endorsement on it, 
or on a separate slip (Form No. A. G. P. T.-420) pasted to it. Re-issued orders 
are numbered in an annual series and entered in a register (Form No. A. G. P. T.- 
421), the fact of re-issue being also recorded in the register of unpaid money 
orders against each original money order. 

The re-issued money orders will be examined by the Senior Accountant 
or an Accountant of the Money Order Section, and after being passed by him 
will be placed before the Gazetted Officer for signature. Re-issued money 
orders will be transmitted to the office of payment in registered covers with- 
out any forwarding letters. An intimation in Form No. A. G. P. T.-419 
should be sent to the Officer applying for the re-issue, should he not be the 
Postmaster of the Office of payment. 

457. Re-issued money orders, if paid, are not accounted for in tjjie 
ordinary lists of money orders paid, but in the schedule of void money 
orders paid referred to in Article 447. The void money order clerk, on receipt 
of such lists, will note the payments of the re-issued orders in the void list and 
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transfer the vouchers to the Re-issue clerk who will note the payments in the 
register of re-issued money orders (Form A. G. P. T.-421), and record the 
vouchers. 

Re-issued orders, if not paid, are returned to the Audit Office where they 
are held as void. A letter in Form No. A. G. P. T.-422 should be issued to 
the Office of payment regarding the disposal of re-issued money orders not 
received as paid or void. 

Consolidation of transfer entries made in the various groups of the Morey Order 

Sectior. 

458. All adjustments made m the Money Order Section will be posted 
in the Combined Transfer Ledger and Abstract (Form No A.G.P.T./A.C.-32) 
by a special clerk attached to the ledger group. For this purpose, the various 
registers, e.f , ., the register of Fees and Petty receipts, the registers of writes- 
ofi, misclassification, etc., will all be totalled and made ovct to the clerk in 
charge of the Combined Transfer Ledger and Abstract by the respective groups 
with a note of adjustment made below the total. The clerk after noting the 
entries in the Combined Transfer Ledger and Abstract will return the registers 
with a note of the pages in which the entries are posted. The Combined 
Transfer Ledger and Abstract will be totalled and made over to the ledger 
clerk. The remittance group adjustments will, however, all be directly ]>osted 
in the Combined Transfer Ledger and Abstract from the registers of remit- 
tances. On the 12th of the following month, the total for each detailed head 
appearing in the Combined Transfer Ledger and Abstract will be copied in an 
abstract of Transfer entries which will be sent to the Booking Section for in- 
corporation in the acconnts 

Review of unchecked items. 

459. The Money Order Ledger group reviews the Issue lists with a view 
to picking out the entries which remain unchecked in either green, red or bine 
pencil and posts the amounts of such entries in the column provided in the 
Issue lists for “ Items unaccounted for A statement of these items is pre- 
paxed in Form No. A G. P. T.-423 and checked by a reference to the bundles 
of checked money-orders. If any money- order entered in the statement 
be found in these bundles, the entries in the statement are struck out and the 
payment of the money order checked in the Issue list by pencil of the colour 
representing the month of payment. After this, the issue list should be treated 
as closed and the entries in the statement copied in the register of unpaid 
items (Form M. 0.-19 void Register). Any remark made in the Issue list 
against these items will also be copied in the “ remarks ” column of this list. 

Not® 1. — If it is found accessary to remove any item after the issue list is treated as closed 
owing to the receipt of the Void Money Order or for any other cause, the comsponding entry in 
the statement or in the register of unpaid Money Orders (if the statement is already copied but 
the register for the month is not closed) should be scored out with suitable remarks under the 
dated initials of ibe Accountant. The comwponding item in the ibsuc list needjaot be checked. 
In cases of doubt only, the Issue Lifrt is rofturod to 
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Noth 2. — The work of picking out unchecked itemB should commence in the fourth weoko 
the third month following the month of issue and should be completed before the end o e 
fourth month following the month of issue 

Note 3. — Any unchecked money orders found m the bundles of paid money orders should 
be noted against the checkers responsible for the mistake in the Error Book mentioned in Article 
429-A by opening a separate column m it for the purpose 

Note 4 — Great care should be taken in preparing the lists of unchecked money orders as 
the money orders outstanding as unpaid by the close of the third year of issue are entered in the 
Register of Forfeited Money Orders which is kept as a permanent record for admitting future 
payments. 

460 . The total of the register of unpaid money orders referred to in. Article 
444 will represent the amount of unpaid orders outstanding Before arriving at 
the total amount of outstandings at the end of any month, care should be taken 
to see that all the money orders charged for in the accounts up to and including 
that month are debit-checked. The amount adjusted and the month of adjust- 
ment will he entered in the columns provided for the purpose The total 
amount adjusted in a month will be compiled separately and entered at the 
end of the register. A broadsheet will be maintained showing the amount 
of unpaid orders, the amount adjusted and the outstanding balance at the 
end of each month for each Circle In the broadsheet for the principal Postal 
Circle, the balances of other circles will be transcribed so as to arrive at the 
total balance of unpaid orders for the whole Audit Office. Thi3 amount will 
be entered in column 5 of the extract of the Money Order ledger referred to in 
Article 468 

The register relating to the current period together with the broadsheet 
should be submitted to the Gazetted Officer through the Accountant in charge 
for review every month by the 10th of the 5th month following the month of 
issue. 


Compilation . 

461 . The totals of the Summaries of Money Orders issued and paid are 
compiled according to Postal Circles in Forms A. G. P. T -424 and A. G. P. T.- 
425. The figures in column. 5 of these forms are verified with the corresponding 
figures in the Detail Books. Form A. Q. P. T.-425 provides for deductions to 
be made for payments on account of issues of Foreign Audit Circles and these 
figures are verified from the Remittance register (see Article 412) ; both Forms 
A. G. P. T.-424 and 425 also provide for a compilation of the differences 
between Summary and cash account figures. 

Note. — In compiling these statements any “Errors in account mg ” shown at the foot of 
the Summaries should be verified with the Objection Books or other registers through which 
they have been adjusted. 

462 . The payments on account of Home Circle issues communicated in 
the extracts from Paid Summaries received from other Audit Offices arG 
^eparafplv compiled ir Form A. G..P. T.-426 and the figure entered in column 5 
of Hum f(.n,.y <l,o. ild bo verified with the Remittance register (see Article 412). 

t Noth. — T he provisions of the Note to Article 461 apply here also. 
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463 . Abstracts of mis-sorted money orders relating to the month of issue 
in hand sent to, and received from, other Audit Offices should be prepared 
from the advices of transfer (see Articles 422 and 423), wntes-back and adjust-* 
ments being duly noted 

464 . A statement of actual short-payments and over-payments on money 
orders as well as of mis-sorted money orders advised by Foreign Audit Offices 
is also prepared in Form A G. P T.-428 from the Issue lists for verification 
of the adjustments made on their account with the Objection Books or other 
registers through which they have been adjusted. 

466 . An abstract of adjustments on account of differences shown in forms 
A. G. P. T.-424, 425 and 426 and in the statement of actual short-payments or 
over-payments on individual money orders picked out from the Issue list should 
be prepared, and incorporated in a general statement of differences and ad- 
justments which will be verified with the adjustments previously made by 
the several Audit groups. The figures in this statement should be entered in 
the Combined Transfer Ledger and Abstract and agreed with Detail Book 
Figures. 

Money Order Ledger. 

466 . The Detail Book figures under the Inland money order head will be 
communicated by the Booking Section and after they have been verified and 
agreed with the several compilations and statements mentioned in Articles 
447 (£), 448, 461 and 465, will be posted in a register for the purpose of consoli- 
dation of figures under “ Inland money orders ” for all the Postal Circles under 
the jurisdiction of the Audit Office. In this register separate pages will be 
allotted for each month of issue to record the transactions for the whole year. 

467 . A money order ledger for the Audit Office will be maintained in Form 
A. G. P. T.-429. The vertical columns in this ledger will represent the months 
of issue, and the horizontal lines, the months of account. There will also be a 
horizontal line to indicate the progressive total up to any month. The figures 
in this ledger will be posted from the register of consolidation of Inland money 
order figures referred to in Article 466. The progressive totals of debits and 
credits for the Inland Money Orders up to any month of adjustment will thus 
be readily transcribed into the extract of the Money Order ledger referred to in 
Article 468. 

468 . An extract from the Money Order Ledger for each official year is also 
prepared comparing the book balance under the Inland Money Order head 
at the end of any month of account with the register balance (Form A. G. P. T.- 
430 ) and forwarded to the Accountant General, Posts and Telegraphs, on the 
12th of the fifth month following the month of issue. The extract sheet shows 
in col umn 1 the months of issue and in columns 4 and 5 total credits and debits 
which are posted from the Money Order Ledger referred to in Article 467 , 
The balance is struck in column 6 and this is compared with the balance shown 
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in the broadsheet for the register of unpaid money orders for the whole Audit 
Office, vide Article 460, the latter being also entered in column 7. The difference 
between columns 6 and 7 which is termed “ unexplained difference ” is entered 
in column 8. The balance in column 6 should agree with the total of the entries 
m columns 7 and 8. 

469 . The extract contains two additional columns 5 and 6 which are not 
embodied in the Ledger. Column 5 shows the total amount of unpaid items for 
each month of issue that remains outstanding in the register of unpaid money 
orders and represents the liabilities of the Government in respect of money 
orders which are payable when claims arise. Theoretically, therefore, the 
book balance shown in column 4 should exactly equal the figure exhibited in 
column 5, but, as a matter of fact, this is never the case Due to mistakes in 
the several stages of audit, etc., there is always some difference wliich is tech- 
nically termed * unexplained difference 1 and the figure shown m column 6 re- 
presents this unexplained difference. If the figure m column 5 is more than 
that in column 4 it means that the liability of the Department is more than 
what the accounts actually indicate. Every endeavour should in this case 
be made to reduce the amount of unpaid items by overhauling the adjustments 
made and tracing the charges of the unpaid money orders in the Paid lists. 
The latter method should invariably be adopted at least in respect of Tele- 
graphic and other money orders for amounts exceeding Rs. 100. It is not 
uncommon that some money orders charged in the Paid list are lost or mislaid in 
the course of transmission and these are left unchecked in the Issue list. An- 
other cause is that a wanting money order may have escaped the notice of the 
Paid list examiner and in this case also the money order goes unchecked. 
If charges are traced in the Paid list, the items should be adjusted in the re- 
gister of unpaid money orders with a suitable note against them. The un- 
explained difference will consequently go down. The Accountant in charge 
of the Section should always be on the alert to see that the unexplained 
difference is not very high in any month and should take steps to keep down 
the difference to a minimum. 

470 . A general report not necessitating any account adjustment but 
giving the unexplained difference in the money order accounts and the 
amount credited to the head “ Forfeited money orders ” and a general 
scrutiny of the figures in comparison with the corresponding figures of 
previous years should be made to the Auditor General every year by the 
Accountant General. 

Results of Audit. 

471 . The general rules and principles laid down in Chapter 20 of the 
Posts and Telegraphs Audit Code, Volume I, should be followed in raising, 
communicating and watching audit objections. The maintenance of a 
separate register in Form S. Y. 15 referred to in Article 472 of the Posts 
and Telegraphs Audit Code. Volume I, is however not necessary to watch 
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the return of Objection Statements relating to money order transactions 
as this should be done through the Objection Books. The more detailed 
procedure applicable in the case of money order objections is described in 
Articles 472 to 485. 


Errors Sound in Audit. 

47 2 . The following errors are found in the course of audit of money 
orders : — 

(1) Erroneous payments (z e. 3 short-payments or over-payments) on 

account of money orders, and short or excess credits on account 
of commission. 

(2) Differences between the summation ‘of details and totals of the 

issue and the paid lists or summaries. 

(3) Differences between abstracts and summaries 

(4) Difference between total of list of summary and cash account 

figures. 

Note 1 — The term “ over- payment ” includes every payment which is in excess of the 
credit of Yt'Iue given m the Issue list. It includes therefore — 

(a) a payment in excess of the credit whether the credit is conect or erroneous , 

(ft) a double ptymeut (m this case the second payment should bo shown as an error 
in accounting) , 

(c) a payment, the corresponding rredit for which is omitted from the Issue list 
through fraud or eiror. 

Note 2. — The term “ shoit-piynient ’* includes every case m which the payment falls 
short of the credit in the Issue list* 

Intimation of errors. 

478. Whenever any difference which falls under one of the classes referred 
to in Article 472 is discovered or whenever it is necessary to order the 
recovery or the refund of an erroneous payment, or to mtimate short or 
excess credit on account of commission to the Postmaster, an objection 
statement in Form A. G. P. T.-431 will he prepared and issued in duplicate, 
particulars of the difference between summation of details and total of list 
and summary being noted, when necessary, in Form A. G. P. T.-432. The 
amounts of overpayments should be taken to the head <f Advances Re- 
coverable — Money Order overpayments ” and the amounts of short pay- 
ments, to the head " Deposits — Money OrdeT short-payments ” 

Note. — In urgent cases or in cases of suspicious payments, telegraphic intimations are 
issued in advance of the objection statement prescribed in this Article. 

474. Objection statements are sent out to enable the Postmaster to 
take prompt measures for the recovery of money ov" Tri v J '**.r ~ v collected) 
from the party concerned, or from the person at fault (as the case may re- 
quire), ox the refund of money short paid (or overcollected) to the person to 
whom it is due, or for the submission of any wanting voucher* etc., and it 
'is most important that they should bo. issued without delay. 
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Recoveries and refunds, 

475 . In issuing the objection statements, the Postmaster should be defi- 
nitely instructed to show the receipts and charges (on account of recoveries 
and refunds) in the schedules of unclassified receipts and payments respec- 
tively If any item of recovery or refund is shown in Ihe list of money orders 
issued or paid, the money order auditor should cancel the entry in the 
money order list and alter the total of the summary, making an explanatory 
note at foot of the summary for the guidance of the auditor of the Postal 
Accounts Section, who vshould correct the cash account accordingly 
and enter the amount m the register of recoveries and refunds referred 
to in Article 492. 

476 . Each objection statement should be carefully scrutinized before it 
is issued. In the following cases, as also in other cases m which it may 
be thought necessary, copies of objection statements should be sent to the 
Heads of Circles or their special attention should be drawn to them : — 

(а) Overpayments exceeding Rs. 10 on account of money orders. 

(б) Short credits exceeding Rs. 10 on account of money orders. 

(c) Absence of credits for money orders, 

(d) Wrong totals of money older issue and paid hats when the 

difference exceeds Rs. 10. 

Noth. — A ll oases of double payments of money orders arising out of the issue of 
duplicate money orders or otherwise, or of overpayments on money orders, or of short 
credits in the total of money order issue lists or of excess charges in the total of paid lists 
involving Rs. 50 or more, should be investigated thoroughly by Audit, to see that adequate 
disciplinaiy action has been taken against the officials responsible for the irrcgulaiity and 
that there has been no attempt at fraud Cases, in winch theie is indication of .in attempt 
at fiaud, should be fully investigated irrespective of the amount involved 

477 . Items of objection on account of short credits or overpayments of 
sums exceeding two annas but not exceeding Re. 1 m respect of either value 
or commission should be waived when the correspondence thereon tends to 
become protracted, and the items do not indicate any wilful neglect of duty 
on the part of any Postal official and do not form one of a series pointing to 
systematic fraud. Items exceeding Re. 1 but not exceeding Rs. 5 may also 
be waived by the Deputy Accountant General, if after correspondence with 
the executive officers concerned, it is found that the recovery is practically 
impossible and that there is not sufficient reason to press for serious discip- 
linary action. The items waived should be entered in a register (Form 
S. Y.-265) and the amounts should be totalled and adjusted monthly by 
transfer entry. The entries in the register should be attested by the 
Accountant in charge of the section and reviewed by the Gazetted Officer 
monthly. Excess credits in value or commission or short payments din 
money orders of sums exceeding two annas may be adjusted under the 
orders of the Gazetted Officer to the revenue head "Fees and other receipts ”, 
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if it is found, after correspondence, that the Postmaster could not effect 
payment of the sum to the party concerned. There is no bar to payment 
of the amount when claimed subsequently 

478, The difference between the figures of the summary of money orders 
and the cash account will not be known to the Money Order Section until 
the summary is returned by the auditor of the Postal Accounts Section, who 
will note on it, in red ink, the difference (if any) between the total of the 
summary and the credit or debit in the cash account ( vide Articles 398 and 
411). The Money Order Section will take this difference against the manus- 
cnpt heading " Errors in accounting ” to be introduced in the s ummar y to 
make the summary agree with the cash account. The adjustment of the 
difference taken against “ Errors m accounting ” will rest with the Money 
Order Section, which should take it to “ Advances Recoverable— money 
order overpayments ” or "Deposits — money order short payments”, and 
take steps to have the amount recovered or refunded, as the case may 
require. 

Note — Diifcrence on a particular Summary of Bums not exceeding 2 annas will be adjusted 
in the m inner indicated m Article 434 


Objection Book. 

479. The Objection Book will be maintained in Form No. A. G. P. T.-433 
separately for dealing with the issues of different months and each Circle 
should have its own set of books. As each head office objection statement 
for a period is ready for despatch, it will be copied into the Objection Book. 
When all the objection statements of a Circle have been so copied, the Ob- 
jection Book will be closed by pasting a closing Entry Slip (Form No. A. 
G. P. T -435) at the bottom of the last page for the month. 

Note 1. — In offices where the number of items under objection is not large, the Deputy 
Accountant General may, if he finds it more convenient, authorise the maintenance of 
only one book inform A. G P. T.-433 with a separate column in manuscript for the entry of 
the month of issue m respect of each item of objection. 

Note 2. — As from July or wards, the year of issue and not the month of issue is the 
account unit for Money Order issues of the previous financial year, a separate Objection Book 
Will he maintained in the Money Order Section in respect of objections relating to the issues 
of the previous year. After the monthly Objection Book for June is closed, unadjusted 
items of the previous year will he copied into the yearly Objection Book referred to above 
and adjustments in respect of those items recorded therein. 

480. To close Money Order Objection Books, two transfer entries must be 
prepared for each Circle, in respect of the monthly totals of the first two money 
columns, clearing the head " Inland Money Orders— Issues of (month) ” by 
debit and credit, respectively, to the heads " Advances Recoverable— Money 
Qfdex over-payments ”, and “ Deposits— Money Order short-payments ”, 

481. Except in the case of adjustment of amounts shown as “ errors in 
accounting ” in the Summaries of money orders issued (vide Article 478), all 
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adjustments which affect the head “ Inland Money Orders n must, as a general 
rule, be made by an addition to, or deduction from, the head on the payment 
side. 

Note. — When it is discovered that the Postmaster’s credit on account of the value and 
commission of Value Payable or other money orders is short or excess under one head, and vice 
versa under the other, the adjustment of this mistake should bo made in the same manner as 
in the case of the exception referred to m this Article. 

Adjustment Register. 

482. An adjustment register will be maintained in Form A. G. P. T.-434. 

The total of the money columns of each month’s adjustment register 
will be deducted from the total balance of the amounts under objection. It 
is therefore necessary that the adjustment register should be closed simul- 
taneously with the Objection Book. 

483. An abstract of objections will be kept in Form No. A. T. C.-81. 

A general abstract of all Objection Books should be prepared in order to 
bring together the total amount under — 

(1) Objected to during the month. 

(2) Adjusted during the month. 

(3) Balance under objection. 

Broadsheet of Balances. 

484. A broadsheet of the debits and credits to “ Advances Recover- 
able — money order overpayments” and of “Deposits — money order short 
payments” — will be maintained m Forms Nos. A. T. 0.-80 and A. T. C.-G4, 
respectively, as laid down in Articles 483 and 289 of the Posts and Telegraphs 
Audit Code, Volume I. 

485. Deleted. 


Appropriation Accounts ard Report. 

486. Detailed instructions on this subject will be found in Chapter 22 of 
the Posts and Telegraphs Audit Code, Volume I. All cases of money order 
frauds and embezzlements, wrong payments and double payments involving 
Rs. 100 and above, etc., will be included in the register referred to in Article 
609 ibid. 

487. Nil 


Cash Account entries and Audit Objections. 

488. The Cash Account of each Head Post Office shows the following entries 
on account of money orders, viz,, under Receipts (1) “ Money Orders issued ”, 
(2) " Co mmissi on on money orders ”, and under Payments, (3) “ Money Orders 
paid 9 \ The figures for money orders paid will also be distributed and exhibited 
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in the inner column separately for the three months of issue, i.e., for the 
previous month, the current month and the following month. All items wffi 
he posted agnu^t the corresponding heads in the Classified Abstract (but see 
Article 4S9) 

Note — The commission on Field Service money orders is not included in the credit in the 
Cash Account, but is adjusted in the Audit Office, vide Article 396. 

489 . As the amount appearing in the Cash account against “ Money 
Orders paid ” mcludes payments on account of issues of Foreign Audit 
Circles, an adjustment will be necessary to separate (i) the payments on 
acount of Home Circle issues from (n) payments on account of issues of each 
Foreign Audit Circle, the figures being taken from the Register mentioned 
in Article 412. The adjustment will be made m the Money Order Section 
monthly by a transfer entry m the following form for each Postal Circle : — 

Dr. 


Money Order Remittances, 

Transfer to Audit Office. 

Transfer to Audit Office. 


To 


Inland Money Orders Cr. 

(Deduct from debit). 

490 . The amounts of the Foreign summaries received from other Audit 
Offices will be adjusted monthly in the Detail Book of the principal Postal 
Circle m the receiving Audit Office, by the following transfer entry, the figures 
being obtained from the register mentioned in Article 412. 

Dr. 

Inland Money Orders. 


To 

Money Order Remittances Or. 

Transfer to Audit Office. 

Transfer to Audit Office. 


• 491 . Besides the entries in the body of the cash account referred to in 
Article 488, there may be sundry entries under unclassified receipts or unclassi- 
fied payments in rectification of over-payments or short-payments of money 
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orders, and the auditor of the Postal Accounts Section will carefully examine 
the schedules with a view to tracing out such credits or debits and deal with, 
them under the following rules — 

(a) Recoveries of over-payments should be credited to (e Advances 

Recoverable — Money Order over-payments 5 \ 

(b) Charges on account of short-payments should be debited to tc De- 

posits — Money Order short-payments 

(c) Charges on account of void orders should be debited to the “ Inland 

Money Order ” head 

( d ) Adjustments on account of short and excess credits of commission 

should be credited to “ Commission on Money Orders ”, and 

debited to tc Refunds — Money Order Commission ” respectively. 

492 . The auditor of the Postal Accounts Section will classify the entries 
referred to in Article 491 on the assumption that they adjust outstandings under 
the heads named, and furnish the Money Order Section with full details of items 
(a), (6) and (d) in a register m Form A. G P. T.-436 The register should be 
sent to the Money Order Section twice a month, after the receipt of the accounts 
for each period. The Money Order Section will adjust the items in the 
respective objection books. In case any of the items of credits and debits re- 
ferred to in clauses (a) and (6) of Article 491 appearing m the accounts of one 
circle are adjustable in the objection book of another circle, inter-circle adjust- 
ments through the head “ Posts and Telegraphs Remittances — same Audit 
Office ” should be made monthly for each circle to clear off the excess credits 
or debits in the accounts of one circle with reference to the corresponding 
difference m the other. These adjustments should be carried out simulta- 
neously in both the circles concerned. 

The items relating to Foreign Audit Offices should be classified as e< Money 
Order Remittances ” by the auditor of the Postal Accounts Section who will 
send a statement of recoveries and refunds (Form A. G. P. T.-437) to the Foreign 
Audit Office through the Money Order Section. This statement should go 
out by the 13th of the month following the month of account. 

493 . The Money Order Section will take prompt measures to note the 

adjustments referred to in Articles 491 and 492 against the corresponding items 
in the Objection Books. If no such items exist, a provisional adjustment will 
be made to clear the outstandings by credit or debit to “ Fees and other re- 
ceipts— other items 55 under Abstract B — Miscellaneous Revenue. The 
items will not, however, be allowed to rest finally under this head. The 
reason for each credit or charge should be ascertained by a reference to the 
money order concerned. If the money order referred to does not disclose any 
discrepancy, the Postmaster should be addressed as to the cause of recovery 
or payment. If correct particulars of the money order are furnished, and 
the money order shows a discrepancy, a ‘ not to issue ’ objection statement will 
MIIP&T o 
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be prepared and the head ftf Fees and other Receipts — other items ” will be 
cleared by transfer of the credit or debit to the proper head. If the paid money 
order has not come under audit, a note will be made m the Issue list with in- 
structions to the debit-checker to prepare a 1 not to issue ’ objection statement 
for the amount of the money order when debit-checked. If, on the other hand, 
the paid money order does not reveal any difference, and the correspondence 
with the Postmaster becomes protracted without any result, the amount may 
rest finally imder the head “ Fees and other receipts ”, In the case of charges, 
however, the items may bo waived up to the limit of Rs. 5 provided that the 
conditions specified in Article 477 are satisfied. If the amount exceeds Rs 5, 
the case should be reported to the Accountant General, Posts and Telegraphs, 
if it cannot be settled with executive officers. No action need be taken for sums 
of two annas and less, which may be allowed to remain finally under the revenue 
head. A note should, however, be made m the Register of amounts waived 
(Form No. S. Y.-265) in the column provided fox the purpose, of recovery 
of items, however small which were already waived. Suitable notes of action 
taken in respect of provisionally adjusted items and of the final adjustment 
of these items should be recorded in the register of refunds and recoveries for 
the month against the items concerned. A summary detailing the adjustment 
of the total figure in the register of refunds and recoveries under each head 
of account will also be given at foot of the register below the last entries 

Note. — Outstanding itenm of lecovenes and refund under tlio head " Money Order Com- 
mission n in the register of refunds and rezeuenes, aie allowed to leraain undei that head and are 
not transferred to the head “ Fees and othei lerejpts — other items ” undei Abstract 1>, Mis* el- 
laneou'? Revenue In tho ease of outstanding items, of recoveries the items ’Kill he finally admit- 
ted -without any investigation As regaids outstanding items ot refunds of money order com- 
mission no action need be taken for sums nf two annaB and less. Each item exceeding annas 
two should be fully investigated The final clearance of the items of refunds should he watched 
through the Broadsheet mentioned m Article 494. In every ease a note of refund should be 
kept m the Ibsug List in tho proper place to guard against double payment 

494 . To enable the Accountant and the Gazetted Officer to see whether 
all the items in the refund and recovery register which were provisionally ad- 
justed to “ Fees and Other Receipts " in a month have subsequently been finally 
adjusted to the proper heads, a broadsheet in the Form of abstract of objections 
(A. T. C.-81) should be maintained in the Objection Book group showing the 
amount provisionally adjusted in a month and the subsequent final adjustments 
in different months against it. The Broadsheet and the Refund and recovery 
Register should be submitted to the Gazetted Officer for review monthly on the 
due dates prescribed in Appendix B. 

Note, — If, however, it is found that any of the items zepresents a recovery of an over- 
payment or refund of a short charge nil a money order issued by a Postal Circle under another 
Audit Office, the item will he transf erred to that office by a transfer entry. An intimation of the 
adjustment should, at the same time, he sent to the other Audit Office which will bring the item 
on to its books by a responding entry. 

» 495 . A separate sub-schedule of void money orders paid is received in the 

Money Order Section, Miscellaneous group. The amounts are classified in 
that group and communicated to the PoBtal Accounts Section for incorpora- 
tion in the Classified Abstract, vide Article 447. 



Chap. 6.] 


MONEY ORDERS. 


[496- 501 


Reconciliation o£ Transfers. 

496. A statement of remittances made to Foreign Audit Offices (Form 
A. G P. T.-438) should he prepared m duplicate by carbonic process at the 
end of each month, from the registers mentioned m this chapter and from the 
counterfoils of advices of transfer, and after the total of each Circle brought 
out therein has been checked with the total of the respective Detail Book, the 
statement should be forwarder! to the Foreign Audit Office concerned. The 
latter will return one copy of the statement, after noting on it the month of 
adjustment by reference to its registers and files of advices received, and retain 
the other copy m which the total amount adjusted m that month on account 
of advices received from the remitting Audit Office in that month or in a pre- 
vious month and other sources will be worked out for agreement with the 
Detail Book. 

497. The copy of the statement of remittances referred to m Article 496 
returned to the remitting Audit Office will be treated as a register of remittances 
made to Foreign Audit Offices and pasted in a guard-file. The copy retained 
by the receiving office will be treated as register of remittances received, and 
filed similarly 

498. The registers of remittances referred to in Article 497 should show 
no outstanding at the close of a year after the final accounts for that year have 
been prepared ; but should there be any, full details thereof should be com- 
municated to the Central Office in the prescribed form (A. G. P. T. No.-563). 

499. In order to exercise a careful watch over the outstandings at the 
close of a year a broadsheet in Form No. A. T. C.-81 should be kept showing the 
amounts debited each month by each Foreign Audit Office as asceitained 
from the remittance statement of that office The credits afforded each month 
in the Home Audit Office will be posted against the corresponding debits. 
The broadsheet will thus vshow at any time the unadjusted debits for each 
month and prompt action should be taken to adjust the outstanding debits 
before the close of the year. 

500. Care should be taken to see that after the close of March Final accounts 
debits are not ordinarily raised against an Audit Office under the head <c Money 
Order Remittances ”, The advices of transfer debits (as also the statement 
of recoveries and refunds) should reach the other Audit Office m such time as 
to enable it to respond in the March Final accounts. The statement of 
remittances for March Final should be despatched so as to reach the Foreign 
Audit Office, by the 20th July. 

501. It should be distinctly understood that an advice of transfer should 
invariably be responded to m full by the receiving office. If the whole amount 
of the advice, or any part of it, cannot be accepted, the rejected amount should 
be written back by a separate, advice of transfer in which full particulars of the 
item rejected and the original advice in which it was included, should be given* 
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502. Statements of money order recoveries and refunds received from the 
Foreign Audit Offices should also be adjusted in full in one month If any 
items shown therein are not traceable in the Objection Books, the amounts will 
be provisionally adjusted to “ Fees and Other Beceipts ” by clearing the remit' 
tance head and action taken for their final clearance as in the case of such items 
appearing in the register of refunds and recoveries, vide Article 493. 

Statistic?. 

503. A register (Form A. G P. T.-402) will be mamtamed for each Postal 
Circle showing in respect of each Head Post Office in the Circle the gross number, 
value mid commission of Inland money orders issued and the gross number 
and value of Inland money orders paid during each month of the year, as also 
the number, value and commission of telegraphic money orders issued and the 
number and value of telegraphic money orders paid The figures should be 
posted monthly and the monthly totals will be transcribed mto the abstract 
page at the end of the register. The register will be submitted to the Gazetted 
Officer for review every month At the end of the year the register will be 
totalled and a statement prepared therefrom and sent to the Central Office 
by the 10th July, together with the statistics of Foreign money orders referred 
to in Article 583. Separate statements in Forms Nos. A. G. P. T.-439 and 
439 -A will also be sent to the Central Office at the close of the year for the 
purpose of verification of the amounts of money orders issued and paid m each 
Circle with the General Books. 

Forms A. G. P. T.-439 and 439-A will also be posted monthly and sub- 
mitted to the Gazetted Officer for review. 

504. Nil 


Money Orders sent cut. 

505. Letters or telegrams of enquiry regarding disposal of money orders 
and requisitions for paid money orders are dealt with in a separate group 
called the “ Money order sent out ” group. They should be indexed in a 
separate register (Form A. G. P. T.-440) and disposed of with great promptitude. 

Note.— Paid money orders may he forwarded to Head Postmasters, Sub-postmasters 
in the Selection Grade, Inspectors and Superintendents of Post Offices and higher authorities 
of the Department, if they so desire. Unpaid void money orders should not, however, be for- 
warded to IrBpectors and Postmasters subordinate to Superintendents. In making requisitions 
for void money orders, the Superintendent or first class Postmasters should state the cncum- 
gtances in which they are required, (See Rule 220 of the Posts and Telegraphs Manual, Vol- 
ume V, and Article 77 of the Posts and Telegraphs Intial Accourt Code, Volume I.) 

506. For each money order referred to in the letter or requisition, a check 
slip in printed Form No. A. G. P. T.-403 will be prepared showing the parti- 
culars of the money order as well as the number and date of the reference. 

507. If the money order relates to a period for which the records have al- 
ready been destroyed, a reference should be made to the Void List or the register 
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of unpaid items to ascertain the fate of the money order. If it is not trace- 
able in any of the registers, the presumption is that the money order has been 
paid within currency and destroyed after the ordinary period of preservation. 
The fact as ascertamed should he intimated m reply m printed Form No. A. G. 
P. T.-441 

508. If the issue list which appertains to the* money order lias not been 
destroyed, the list will be referred to and if the money order is found debit- 
checked therein, the chock slip should lie placed in the bundle concerned in 
lieu of the money order and the money order removed, a note being made in 
the issue list of the number and date of reference. The auditor will then 
intimate the disposal of the money order, filing the money order with the case, 
or send the money order in a registered cover with a forwarding letter in print- 
ed Form No. A, G. P. T.-441, as the case may be. 

509. If the issue list shows that the money order has been checked in red 
pencil, indicating that it has been received as void, the unpaid void money 
order should not be removed from the bundle of void orders. The fact that 
it has been received as void with the void list may he intimated. If the void 
money order is, however, required foi purposes of enquiry, it may be sent with 
instructions that it should not be paid before it is formally re-issued by the 
Audit Office. A check slip should be placed m lieu of the money order in. the 
bundle of unpaid void money orders. 

510. If the money order remains unchecked in the issue list and flic money 
orders relating to the issues of the month concerned hnvo not been com- 
pletely debit-checked, no definite information regarding the disposal of the 
money ordei can, at this stage be furnished A reply should in this cast be 
sent in printed Form No. A G P T-411 stating that the money order has 
not come imdei audit-. No subsequent communication on the subject should 
be promised m the reply ami the case treated as closed for the time being. 

Note. — If, howevei, with the p.uticuluis bupplicd u- the icquisitio >, the Morey Ouleis <an 
be traced even bufoie debit checLinj* it should be so traced and the piotrdure outlined ir Article 
608 uynerally followed. 

511 No information as to the disposal of a money order should ordinarily 
he furnished to a member of the public, even if he be the remitter or the payee. 
Letters of enquiry, when received, will be returned to the partv with the re- 
quest that he may address the Postmaster or the Supervising Postal Officer 
concerned. Complaints regarding non-payment of money orders received direct 
in the Audit Office should also be similarly disposed of. Requisitions for paid 
money orders received from officers other than Departmental Postal officers, 
and Judicial and Police officers, should not be complied with. Those officers 
should be asked to address the Head of the Circle concerned. 

• 

Note 1. — Money orders ee;it out to Departmental Officers will not be received back, but 
will be recorded by them with the oases concerned Money Orders forwarded to Judicial or 
Police offioers should, however, be oalled back and recorded m the Audit Office along with the 
cases pertaining to them. 
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Note 2 — The ‘ c JVIoney-oidpi sent out '* He^isttsi (Eorm No. A G. P. T.-440) will be treated 
as the despatch lcgiste? also for the cases dealt with in the te money order sent out ” group. 
The dfspttch numliei will be the index number mill the letter (a) added to it. The distinctive 
mark k AT O S’ may foLm tho numeiatoi and the despatch number the denominator The 
uote of disposal v, ill be made m the icgiatei against the index number ooncerncd in the column 
provided fur tho puiposc. Telegrams will be entered m red irk. 

Progress Reports. 

512. Each sub-auditor and machine operator employed in any of the 
groups of the Money Order Section except Void and other groups for which 
daily rates of out-turn cannot be enforced should maintain a progress report 
in the prescribed form (Form A. G. P. T.-415 or 442) and fill up the out-turn 
for each day and make it over to the Auditor or the supervisor concerned on 
the morning of the following day. Particulars of the lists and other items of 
work done should be mentioned in the report. 

513. The daily Tates for the different kinds of work in the Money Order 
Section are prescribed from time to time by the Accountant General, Posts and 
Telegraphs. 

Note L — In the ea«e of groups for which daily lates of outturn are rot prescribed, the due 
dates fixed for the submission of vanous documents and for audit Rhould be strictly observed. 

Note 2 — >An,y short ige m outturn should be made up on the following day oi before the 
audit for the period is completed. 

Note 3 — So long as the woik is (. urrent, the prescribed lates should be maintained When 
the woik 19 la Qirears, the Deputy Account int General may e harce the xates up to 10 per oent. 
at his disci etion. Except in individual eases, no 3 cductio ** of the iates is permissible. 

Note 4 — A con solid* i ted legiatei showing the leceipt and disposil and the eaihest date 
f ■■ * r 1 ” 1 of letters in eieh gio ip of the Money Order Section should be piepared 

,i - ! ■ the Se uor Accountant and weekly to the Gazetted Officer m charge 

614. The Auditors or tho Supervisors in charge of the groups should check 
these reports and each of them should submit a consolidated report showing 
the names of persons and the work turned out by each on each day to the 
Accountant, who after proper scrutiny will send on the consolidated reports 
to the Senior Accountant m charge of the Money Order Section. The latter 
should check them and submit them to the Gazetted Officer every Wednesday 
for review. The consolidated report gives an idea of how the work in each 
group stands and whether the work will be completed within the prescribed 
period. It is the duty of the Senior Accountant in charge of the section to 
see that- the work m any group does not fall into arrears and he should, there- 
fore, keep an eye on the due date fixed for each kind of work and so arrange 
the staff as fo complete the work in all stages on the due dates* If the work 
is not finished by the due dates, the matter should be brought to the notice 
of the Gazetted Officer for increase in the daily rate of outturn or transfer of 
men from other sections, or grant of overtime allowances if a dmiss ible. 

515* The auditors in charge of Paid list and Issue list groups should, after 
completion of the examination of the lists for a period, compile the total daily 
0 utturn of the sub-auditors who checked the lists for the period and agree the 
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total outturn for the period with the number of money orders entered in the 
Paid List group broadsheets and that obtained from the Issue abstracts to 
see that the outturn has been correctly shown by the sub-auditors and trans- 
cribed into the consolidated report An agreement of the outturn given by 
the machine operators with the total of the abstracts should also be made by 
the Supervisor of the PomptrolkT group or by the Auditor in charge of Paid 
list and Issue list groups as ordeied bv the I>*pirv Accountant General, in the 
agreement memorandum of the re*u ective groups This agreement memo- 
randum should be mbmiircd to the Senna Accountant in charge through the 
Accountant of the group concerned, who should verify the htiures. Any 
difference indicates unreliability of the repurte submitted by the sub-auditors 
and any one found g nl y of wilful submission of false reports should be reported 
to tlie Gazetted Officer for disciplinary action. 

516. Bach auditor m charge of a group who is required to conduct a daily 
review should keep a Diary in Form No. A. G. P. T -444 for the purpose. 
The chary should bf 3 submitted to the Senior Accountant daily and to the 
Gazetted Officer in charge every Wednesday. 

517. The auditor in charge of a check group should review at least 5 sheets 
of Head and Sub-Office lists daily, not mg m his Diary the name of the sub- 
auditor and the names of the offices the sheets of which have been examined 
and the period of account. He should sign the sheets examined by him. 

518. The Accountant in charge of the check gioups of the Money Order 
Section should also maintain a Diary in Foim A. 0. P. T.-444 showing the 
review done by him of the different lands of work turned out by the men 
under his charge He should check ar least 3 sheets of Hoad and Sub-Office 
lists daily so that each man's work may come under his scrutiny by rotation. 
His review should not be confined merely to checking the work of the groups 
under his charge A review of the work of the miscellaneous group, viz.. 
Void, Ledger, Remittance, Objection Book, etc., should also be occasionally 
exercised by lum. Any carelessness or irregularities noticed will be written 
up m the diary which will be submitted to the Senior Accountant daily and to 
the Gazetted Officer m charge, every Wednesday. 

A general Error Book will be maintained m manuscript by the Senior 
Accountant who should note therein all mistakes committed by officials other 
than those foi whom separate Error Books are maintained (see Articles 393, 
408-E. and 429- A). The Error Book should be submitted to the Head of the 
Office through the Gazetted Officei-in-chaigc on the 7th of every month. 

Note — A systematic teat check at the rate of 5 per cent, should be conducted on the list 
of unchecked items bv the auditors of the miscellaneous tnoups A icviow of the con verson 
of stoiling values of Foreign Monev Order ml the idle of 50 items a day should 
also be conducted iu the Foreign Money Oidei Section The Auditor, Foreign Money Order 
Group, should do, alternately, the test check and the leview work mentioned here. 
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SECTION IL— FOREIGN MONEY ORDERS. 

Introductory. 

6 19. u Foreign. Money Orders 55 axe money oiders which originate in or are 
ultimately paid by the Postal Administration of a Country, State or Colony 
outside the jurisdiction of the Indian Posts and Telegraphs Department. 
Articles 520 to 689 prescribe the procedure to be followed in the auditing and 
accounting of these transactions. 

The term c< Outward money orders 55 refers to money orders which origi- 
nate at an Indian Post Office and are sent outside the jurisdiction of the Indian 
Post Office for payment, while the term “Inward money orders 5 * refers to 
money orders which originate outside the jurisdiction of the Indian Post Office 
and come into it for payment or for onward tramsmission to another 
Country, State or Colony. 

Note 1. — Foi definitions of the terms “ Foreign steilmg money orders ” and “ Foreign 
rupee money orders ”, see RuJo 311 of the Posts and Telegraphs Manual, Volume VI. 

Note 2.— The names of the foreign countries or colonies with which India exchanges money 
orders, and the names of the Indian offices of exchange for those countries and colonies, will 
be found in the Foreign Post Directory of the Post and Telegraph Guide. 

I. —Outward Sterling Orders. 

Account arrangements. 

520* Outward sterling money orders are not accounted for in separate issue 
lists but are included in the ordinary lists of money orders issued, the entries 
being distinguished by the letter “S' 5 prefixed to the number. So far as the 
audit of these entries in the issue lists is concerned, no special procedure is 
necessary. The money orders being payable out of India, the offices of 
exchange merely submit periodical lists of the money orders advised to foreign 
countries accompanied by the money orders which aTe regarded as paid. 

Examination oi Exchange Office Outward lists. 

521. Each office of exchange submits to the several Audit Offices lists of 
money orders adviaed by each mail to each foreign country on account of issues 
by Post Offices within their respective Circles of audit. These lists in Form No. 
F. M. 0.-2 which are termed “ Exchange Office Outward Lists 55 , show— 

(a) the number of the money order, 

(b) the date of the money order, 

(c) the head or sub office of issue, 

(d) the sterling value of the money order, 

• (e) its equivalent in Rupees converted at the rate prevalent on the date 

of issue of the money order, and 

(f) commission on the money order. 
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All these particulars should be verified by the sub-auditor with reference 
to the money orders accompanying the list, and the initial letters of the Postal 
Circles as given below should be noted against the entries in the list m order 
to facilitate the compilation of statistics for statement I prescribed in Article 
583. In the case of 1 through * money orders, the letter 4 F 5 will be noted 
against the entry. 

Circb\ 

Bengal and Assam Circle 
Bihar and Orissa Circle 
Bombay Circle 
Burma Circle 
Central Circle 
Madras Circle 

Punjab and North-West Frontier Circle 
United Provinces Circle 
Smd and Baluchistan Circle 
523. The sub-auditor will also see — 

(a) that commission on each order has been correctly noted in the 

outward list ; 

(b) that the lupee equivalent of each sterling money order shown in the 

list is correct with reference to the rate of conversion in force on 
the date of issue of the money order, as intimated by the iJirector- 
Geneial Posts and Telegiaphs, from time to time Any dis- 
crepancy m rupee equivalents will be entered in led mk as a jilus 
or miVMt, entry below the Postmaster s entry of amount in the 
rupee column and the totals corrected accordingly ; the correct 
rupee equivalent should also be noted on the money order 
under the dated initials of the examiner for further action by 
the debit-checker , 

(c) that the money orders relat ng to issues of different months are 

correctly charged in the respective outward lists. 

Note. — -If he detect? ,iuy mistakes, he must strike out the entry of the mone\ ouler from 
the outward list m 'which it was wrongly charged, ai.d make a fresh entry for the tame m the 
proper list (if xeceived) or m a separate portion of the same Ust, under a distinct- heidmg m ied 
ink. He will oorrect the totals of the lists accoidingly ai*d embody the collections in the 
consolidated totals given at the foot of the outward list ; 

(d) that in the case of a wanting money order, the action prescribed in 

item (m) of Article 408-B ; „ 

(e) that postage stamps of the value of three annas on account of fee for 

obtaining advice of payment ” have been affixed to the outward 


Initial lettrr. 

C. 

.. 0 
B 

.. R. 

.. N. 

M 

.. L. 

.. A. 

. S. 
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foreign sterling money orders (payable in the countries from which 
advices of payment are obtainable, vide Note 3 to Rule 6, 
Appendix B to the Posts and Telegraphs Manual, Volume VI), 
on which the words “ Advice of payment” have been written 
in red ink 

Note 1 — Foreign outwaid sterling money oideis are issued by offices of exchange m lieu 
of telegiaphio foreign money Older a and against the entnes of such money ordeis in the outward 
psts no commission will be noted 

Note 2. — In the case of telcgj aplnc money oiders, the requisition should be examined 
to see if Btamps on account of foe for “ advice of payment ” have been affixed to it. 

Note 3. — The instructions m clause (e) will not be applicable m the case of through 
money oiders, as the postage stamps realised will be affixed to the money orders in the country 
of OlliriP 

523 . When the examination of an exchange office outward list received in. 
an Audit Office has been completed, the sub-auditor will verify the totals of the 
number and amount of the money orders (both sterling and mpee columns) 
and of the commission entered therein Any discrepancy m the totals of the 
sterling value should be intimated to the office of exchange for subsequent 
adjustment If the Audit Office is not the Audit- Office of the principal office 
of exchange, it will intimate the figures to the latter in Form A. G. F. T.-445. 
This intimation will be prepared in duplicate by carbon process, the pencil copy 
being retained as office copy and the carbonised copy sent to the Audit Office 
concerned. The total of each week for each country of exchange will be posted 
in a register (Form A. G. P T.-440) in which separate pages will be allotted for 
each Audit- Office. The issues of the current month should be entered m black 
ink while those of the previous months should be entered in red ink. At 
the cud of the month the register will be totalled, and the grand total of the 
rupee amount, shown in the register, will be adjusted by the following transfer 
entry to be made in the accounts of the principal Postal Circle under the audit 
of the Audit Office : — 

Dr. 

Inland money oiders (month of issue). 

To Money Order Remittances. Cr. 

Transfers— Audit Office 
Do. do. 

Do. do. 


Total 


* 624 . In the Audit Office of the principal office of exchange, after the conso- 
lidated totals shown at foot of the outward lists received by it have been proved 
with the figures furnished by the other Audit Offices, the figures for each Audit 
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Office will be entered in a register m Form A G. P. T.-447, in which separate 
pages are allotted for each country of exchange to record transactions for the 
whole year relating to all the Indian offices of exchange. The monthly total of 
the rupee amount, shown therein, should be adjusted as below in the accounts of 
the principal Postal Circle for the month following the mount to which the lists 
relate, advice of the remittance (Form A C. G.-77) being sent to the respective 
Audit Offices — 

Dr. Rs. Inland money orders (month of issue). 

(Amount of Home Circle outward list) 

Rs. Money Order Remittances. 

Transfer — Audit Office. 

Do. do. 

Do. do. 

To 

Foreign Money Orders. Or. 

Great Bntam and Noithern Ireland . . Rs. 

Denmark .. .. .. .. ,, 

Ac. 

Note 1, — Errors in the amounts of commission shown m tho outw.Lnl list will t>e collected 
by the exanm.er m red ink, ard the coirccted total communicated in Form No. A. O. P. T.- 145 
to the Audit Ollioe of tho pyinnpal office of exchange. The latter will accept the figures thus 
intimated as correct, although they miv not agree with those shown in the consolidated totals 
at foot ol thr outwaid Ji^t i evened m that office. 

Note 2 . — The examination r»f the outwaid h^fra will be completed within one wed. of their 
receipt 

Note 3. — For purposes of adjustment, a register in Form A G. P T.-44S should be main- 
tained showing for each country of exchange the amounts to lie adjusted under various heads 
of account, under Money Older Remittances and Inl.u d Morey Oi dertf. The tolil amount 
under each head of account i a this register will be adjusted monthly by cicdit to “ Foieign 
Monej OuleiH,” 


Sorting of Outward Sterling Orders. 

525 The outward foreign sterling ruone) orders are, after examination, 
made over by the foreign list examiner through a Memo, in Form No. A. G. 
P. T.-407 to the Sorting group, where they are sorted along with the ordmaiy 
money orders 


Repayment to Remitters in India. 

526. (a) On receipt of the list of repaid orders (vide Rule 322 of the Posts 
and Telegraphs Manual, Volume VI) in the Money Order Section, the totals 
will be checked and the number and date of each list of the foreign couiffcry 
authorising the repayment together with the amount of that list will be record- 
ed in a register in Form No. A. G. P. T.-447, separate page* being allotted fo r 
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each foreign country. The total amount of the repaid orders m a month will 
then be struck and adjusted in the accounts of the month to which the repaid 
lists relate, by a transfer entry, thus . — 

Dr. 

Us. 10,000 Foreign money orders (United Kingdom). 

15,000 Do. (Goa). 

Cr. 

Inland money orders June 1927 Rs. 25,000, 

(6) The paid orders will be sorted in the usual way and debit-checked in 
the repaid order list 

(c) On receipt of the exchange account, the entry in the register referred 
to in clause (a) will be compared with the amount shown to the credit 
of India in the list of repaid and void orders attached to the exchange ac- 
count, and a note made m the register showing agamst the item the month 
of exchange account in which the item is accounted for. Any discrepancy 
or any undue delay in claiming credit in the exchange account will be noticed 
and settled m communication with the Postmaster of the principal office of 
exchange. 

627. In the case of repayment to a remitter of a cc through money order, 
the procedure prescribed in Article 52G is not followed, but the value of the 
money order is credited to the country of issue by debit to the country of 
payment through the respective exchange accounts. If the exchange 
accounts with both the countries are submitted to the same Audit Office, the 
credit in the one and the charge in the other will be adjusted by a single 
transfer entry on receipt of the two accounts ; but when the exchange accounts 
are submitted to two different Audit Offices, the procedure to be observed will 
be as exemplified below : — 

A money order issued in England for payment in the Malaya is to l ie repaid 
to the remitter. The amount is debited ( i.e shown to the credit of India) 
in the Calcutta G. P. O. exchange account with Malaya and credited (i.e. 9 
shown to the credit of England) in the Bombay exchange account with Great 
Britain and Northern Ireland. The debit and credit will be adjusted by 
transfer entries thus — 

In the Calcutta Audit Office. 

Dr. 

Foreign Money Orders. 

Malaya 

~To 

Money Order Remittances from Nagpur Audit Office Or. 
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In the Nagpur Audit Office . 

Dr. 

Money Order Bemittances to Calcutta Audit Office. 

To 

Foreign Money Orders. 

(Great Britain and Northern Ireland) . . . . . Or. 

An advice of the adjustment (Form No A. 0. G.-77) made in the Nagpur 
Audit Office should he sent to the Calcutta Audit Office, 

528. In the case of an outward sterling money order intercepted hy the 
remitter before it has been advised to the country of payment, the actual sum 
in rupee currency, and not the commission realised from the remitter, should 
be refunded to bun The amount will be charged in the list of money orders 
paid;, supported bv the money order which will be debit-checked in the usual 
way. 

’ 529. Nil 


II. -Inward Sterlii g Orders. 

Explan tier. 

530. In the case of mwaid sterling money orders, the Indian office of 
exchange represents the office of issue. It receives periodically a list of 
money orders advised by the foreign country, converts the sterling amount 
of each money order into rupee currency at the rate m force on the date of 
advice of the money order by the foreign country (as intimated by the Director 
General, Posts and Telegraphs, from time to time), and prepares corresponding 
money orders m a special form prescribed for inward sterling orders, which 
.are in the ordinary course forwarded to the office of payment. 

Eiception — The amour tb ol morey oi tiers .’dvwed hy the Ur ion of South Africa are expi ea- 
sed m British tunency and should he converted into the rupee currency at the rate of eschar**© 
prevailing o 1 * the date of meipt of the inward list, 

531. Money orders advised by Great Britain and Northern Ireland form 
an exception to the procedure prescribed in Article 530 m that the conversion 
for such money ordeis is made by the London Post Office to the nearest anna 
at a rate fixed by the Postmaster which is duly noted on the advice lists 
and the rupee equivalents are communicated in the lists advised by him. 
The money orders are issued for these amounts by the offices of exchange. 

Note. — T he rate ol exchange ib also noted at the top of each hst by the office of exchange. 

Audit di Exchange Office Inward lists. 

532. A periodical list in Form No. F. M. 0.-3 of inward sterling money 
orders issued is submitted by the office of exchange to the Home Audit Qffice 
with the following particulars . — 

(а) the number of the money order ; 

(б) the date of the money order , 
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(c) the head or suh office of payment ; 

(<£) the sterling value of the money order , 

(e) the rupee equivalent ; and 

(/) the commission on “ through money orders ”. 

In this list, there is also a column for noting, in the Audit Office, the 
initial letter of the Postal Circle of payment, vide Article 521. 

533. The list of inward sterling money orders issued is divided into 
sections corresponding to drawings by the different foreign countries and 
headed with the numbers and dates of the respective inward lists received 
from those countries These lists are audited as follows : — 

(i) The sequence of numbers is examined. 

( ii ) The conversion of the sterling amount into rupee equivalent is* 

verified item by item, any wrong calculation being corrected in 
red ink and the total altered accordingly under the initials of 
the auditor The error should be pointed out to the office of 
exchange. 

(in) The commission on through money orders is checked with reference 
to the rates given in Appendix C to the Posts and Telegraphs 
Manual, Volume VI. 

(w) The totals are checked (any corrections that may be found necessary 
being made and intimated to the office of exchange) , and 

(v) The figures are finally posted, week by week, for each inward list in a 
register in Form A. G* P. T.-447 for the purpose of monthly 
adjustment by a transfer entry, thus : — 

Dr. 

Foreign money orders (country of exchange). 

(rupee equivalent). 

To 


Cr- 

Inland money orders (month of issue) 

Commission on money orders — 

(through money orders). 


$ *F.— Tht> figures for the lKts hearing dates of the previous months are posted, separately 
and in red mk. 

* (w) The initial letters of the Circles of payment are entered in the 

column provided for the purpose. *In the case of ‘ through * 
money orders the letter F will he assigned. 
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The examination of the lists should be completed withm one week of their 
receipt, and then made over to the checker for debit-checking. 

Note — T he transfer entries should be made m the accounts of the month iollrming the 
month to which the lists relate 

534. If the office of exchange from which the inward list has been received 
is not the pnncipal office of exchange, and the latter is situated within the 
area of another Audit Office, the debit in the transfer entry referred, to in Article 
533 will be taken to the “ Remittance ” head and an advice of transfer issued 
to the other Audit Office concerned detailing the total number, amount, and 
commission on through money orders entered m the list, with particulars 
of the period thereof, for the purpose of raising the debit in the list, under the 
head “ Foreign money orders (country of exchange) ” by credit to the head 
“ Remittance *\ The figures thus communicated to the Audit Office of the 
principal office of exchange should be entered m the register of mward orders 
maintained by that office (separately for each country and office of exchange) 
below the figures of the offices of exchange under its own Circle of audit, while 
in the remitting Audit Office they should be posted in a separate part of the 
register of inward orders. 

B . — In the advices of transfer the details of the Ji^ts beating datofc of . ’ * ■ '1 ■ 

should be entered in red ink for necessary action being taken by the receiving ’ # ■ 

Audit and check of payments. 

535 . The inward sterling money orders, when paid, are included in the 
ordinary lists of money orders paid, and are distinguished by the letter S placed 
before their numbers They are sorted as ordinary money orders and dealt 
with by the checker in the ordinary manner, see Articles 425 to 434. 

Repayments to remitters and void orders. 

536 . Inward money orders repaid to their remitters during currency 
will be received with forwarding letters from the office of exchange in which the 
repayments are intimated Suitable notes will be made in the Inward lists 
and the money orders entered m a register in Form A. G. P. T.-450. Their 
adjustment in the money order exchange accounts should be watched through 
the same register (A. G. P. T.-450), all correspondence in connection with such 
repayments bemg treated as closed. The register should be reviewed monthly 
by the Senior Accountant and quarterly by the Gazetted Officer in charge. 

537 If an inward sterling money order is not paid within the period of 
currency, it is accounted for as void Should its repayment be applied for by 
the office of exchange on behalf of the remitter, it will, after note in the void 
list, he duly authorised by the Audit Office concerned, which will, on receipt 
from the office of exchange of the intimation of the advice of repayment to fhe 
foreign country, enter the money order m the register in Form No A. G P. T,- 
450 or communicate it to the Audit Office of the principal office of exchange. 
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as the case may be, see Article 540. If, however, no application for the repay- 
ment is received, the void orders will be communicated by the Audit Office in 
Form A G. P T -451 or in Form A. G-. P T.-453, as the case may be, to the 
office of exchange on the expiry of six months from the date of receipt m India, 
to be written back to the credit of the foreign country of lBSue m the next 
exchange account, where the repayments to remitters will also appear, see 
Article 560 

The above procedure should not, however, be followed in the case of void 
inward value-payable money orders issued from Ceylon, Portuguese India, 
Somaliland Protectorate, etc. The value of such orders should be transferred 
to the head “ Forfeited money orders ” m the manner indicated m Article 
451. 

538 . In the case of Iraq, all inward orders not paid in India should be 
placed to the credit of that Administration direct and shown in the exchange 
account as repaid orders Lists of repayments are sent to the Audit Office by 
the office of exchange along with the money orders for which repayments are 
sanctioned On receipt of the lists, suitable notes are made in the Inward 
list, or the register of unpaid money orders. The totals of the lists are then 
entered m the register of repayments (Form A. G P T.-450) and the lists are 
kept on record On receipt of exchange accounts, these lists are referred to for 
the particulars of the money orders shown therein and the amounts adjusted. 

539 The details of inward money orders readvised for repayment to a 
foreign country are enteied m the Repaid Register (Form No. A. G. P. T -450) 
on receipt of information from Foreign Audit Offices or the principal office 
of exchange. 

540 The authorisation for repayment to remitters of inward orders and 

the communications of void inward orders as prescribed in Articles 536 to 539, 
if addressed to an office of exchange other than the principal office of exchange, 
and in case the latter be within the audit area of another Audit Office, should 
also be advised in Forms A. G P. T.-452 and 451 to that Audit Office in order 
that it may be m a position to watch the adjustments appearing in the exchange 
accounts through the register in Form No. A. G. P. T.-450 maintained by it. 
When such adhi-tmrvt* are traced, the Audit Office of the principal office of 
exchange .\iM i l io items from the register maintained by it and adjust 

the amount as follows - — 

Dr. 

Money Order Remittances. 

To 

Or. 

Foreign Money Orders 
(country of exchange). 
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An advice of transfer should also be issued, at the same time, to the 
other Audit Office concerned where the necessary note will be 
made in its register of void orders and a transfer entry prepared 
as follows : — 

Dr. 

Inland Money Orders (month of issue). 

To Or. 

Money Order Remittances 

III,— Outward Rupee Orders. 

Introductory. 

541. Outward rupee orders are of two classes, viz . : — 

0) those drawn on Indian States and 

(2) those drawn on foreign countries outside India. 

The method of adjustment, as far as commission is concerned is the same 
in the case of both classes of money orders, viz. 9 one-half per cent, on the 
aggregate amount of the drawings is credited to the foreign countries and Indian 
States of payment ; but the mode of adjustment with regard to the repayment 
of these two classes of money orders to the remitters is different, see Note 2 to 
Article 545. 


Audit Arrangements. 

543. The money orders are included in the lists of money orders issued, 
but are distinguished from inland orders by the letter F noted before the 
number in the lists, and the audit of the value and commission is performed 
under the rules for inland money orders (vide Articles 389 — 396). 

Note. — Outward foreign money orders are not, as a rule, issued on 4 4 Postal Service 
But the amounts duo to Ceylon on account of parcel exchanges between India and Mauritius, 
through Colombo, are remitted every mooth by the Madura office by means of Postal service 
money orders drawn on Ceylon Postal service money orders are also issued by the Karwar 
post office on Goa, in payment of the cost of establishment of the mail agent at Margao (Goa). 

543. In the case of Indian State money orders, the total amount of un- 
deliverable and service money orders entered in each of the outward lists 
received by the Calcutta, Madras and Nagpur Audit Offices should be verified 
with reference to the money orders and intimated to the Delhi Audit Office 
for verification of the amount of commission shown in the account current. 
The Delhi Audit Office should maintain a register in Form No. A, G. P. T.-454, 
in which these amounts should be entered. A similar register should also 
be maintained in the Madras Audit Office for note of undeliverable Tele- 
graphic Money Orders re-advised to Ceylon in order that the international 
commission adjusted in the exchange accounts may be checked. 

M1IP&T P 
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544 . Tlie offices of exchange submit periodically lists of money orders 
advised, accompanied by the money orders entered therein. These are 
audited m the same manner as the exchange office lists for sterling money 
orders advised, and transfer entries are similarly prepared through the re- 
gisters m Forms Nos. A. G. P. T.-446 and 44 7 for each foreign country or 
Indian State of exehnage for the purpose of incorporating the figures m the 
monthly accounts (see Article 523). 

Note. — Postage stamps to the value of three annas on account of fee for obtaining advice 
of payment will be affixed to the outlaid rupee money ordeis as zn the caso of outward sterling 
money orders [Also see Note 2 to Article 522 (e).] 

545 . The money orders are then made over to the Sorting group where 
they are sorted according to offices of issue, and their amounts checked with a 
coloured pencil against the entries in the corresponding lists of money orders- 
issued. 

Note 1. — The rules in Section I of this Chapter are generally applicable to this class of 
money ordeis. 

Note 2. — The payments to remitters of the outward rupee money orders, the repayment 
of which is authorised or which are communicated as void, are made in the maimer prescribed 
in Articles 526 to 528. The orders drawn on Indian States are not subject to this mode of 
adjustment, as when they become unclaimed, fresh orders in lieu of them are issued by the 
Indian States on India, vide Rule 20, Appendix A to the Posts and Telegraphs Manual, Volume 


IV*— Inward Rupee Orders. 

Explanation. 

546. Inward rupee money orders are also divided into the same two 
classes as outward rupee money orders, and one-half per cent, commission on the 
total amount of the drawings is credited to India by the foreign countries and 
the Indian States. 

Note. — Fresh money orders issued by Indian States in repayment of outward orders to 
remitters in India appear in the Indian States Inward lists under the group 44 un deliverable 
money orders ”, the one-half per cent, commission being calculated on the net amount of draw- 
ings after deduction of the total of undeliverable money orders. 

Audit arrangements. 

547 . The offices of exchange submit periodically lists of inward rupee 
money orders issued which are audited in the same maimer as the exchange 
office lists of sterling money orders issued and necessary adjustments are 
noted in the Transfer Entry book (Form S. Y.-290) for the purpose of incorpo- 
rating the figures in the monthly accounts (see Article 533). The lists are 
then made over, under receipt, to the ordinary money order checker. 

Note The olaima of the Indian Post Office from the Malaya Administration and vice 
versa on all accounts, other than the mooey Older exchange account, are adjusted by means of 
” Postal Service ** money orders which are exempt from all charges for commission. 

* 548 . The inward rupee money orders, when paid, are included in the 
ordinary lists of money orders paid, being distinguished from inland orders 
by the letter F placed before the numbers. They are sorted along with the 
inland money orders, and debit-checked in the ordinary way. 
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549. The treatment of void inward rupee money orders drawn by foreign 
countries and their repayments to the remitters are governed by the rules 
prescribed m Articles 536 to 540 ; but Indian States drawings are not subject 
to those rules. No communication of void orders is made to the Indian. 
States, and repayments to remitters are made bv re-advices of the original 
money orders to the Indian State of issue m the manner indicated in Note 2 
to Article 545. 

Note I. — The iep lymvi't of inward rupee money ciders within curreney ir {governed by 
the pioceduie presmbed in Aitiele 53U 

Note 2. — Tele^iuplmj money orders are issued by the Patnh and Ch.'mba Slutes for 
payment m British India For the pioccduro of adjustment of inmniiwon and telegraph 
chaiges on t hese ordeis, see Note 2 to Rule 4, Appcidu B to the P<>»ts i.idTelearaphs M imi.il. 
Volume VI. 

V. — Trade charge Morey Orders. 

C. 0. D. outward lists. 

550. On receipt of tlie outward lists with Value-pay abb* money orders 
in the respective Audit Offices {vide Note 3 to Rule 3, Appendix B to the 
Posts and Telegraphs Manual, Volume VI), the money orders are examined as 
ordinary foreign money orders and made over to the Sorting group where 
they are sorted along with other inland paid orders and sent to the Debit- 
checking group in which they are debit-checked along with other money 
orders. The totals of these outward lists are posted in a register in Form 
No. A. G. P. T.-449 and the following adjustment is made ■ — 

Dr. 


Inland money orders — month of issue. 
To 


Cr. 

Suspense Account — Trade Charge Money Orders (Name of Country). 

Note 1 . — The entries in the 0. 0. D., outward lists and the Value Payable Money Orders 
advised to the United Kingdom, the Irish Free State and Colony and Protectorate of Kenya, 
Uganda Protectorate, and Tanganyika Territory also bear special aerial numbeis assigned 
by the Bombay or Aden Office of exchange advising the Money Orders. The serial numbers 
will run consecutively commencing with No, 1 for each month and for each audit office and 
Will also be shown on the relative Trade Charge Money Orders. 

Note" 2, — The C. 0. D. outward list examiner will carefully examine whether any mis- 
sorted 0. 0. D. money order has been wrongly included m the C. O. D. list. The mis- sorted 
money orders, when traced, should not be sent to the Sorting group but should be forwarded 
to the respective Audit Offices with a forwarding note, necessary correction being made in the 
total of the C. O. D. lists, and an intimation of the correction sent to the Audit Office as well 
as to the Indian Office of Exchange concerned. 

Loudon Trade Charge Account* 

551. (a) This account is prepared by the London Post Office and sent to 
the Bombay office of exchange, by which it is submitted to the Nagpur Audit 
Office with the receipted Trade charge money orders. 

p2 
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(b) On receipt of the Trade Charge Account with the relative Trade Charge 
Money Orders, the orders are sorted in the Nagpur Audit Office according 
to the Audit Offices of the different offices of issue and listed separately 
for each Audit Office in Form A. G. P. T.-473 in which are shown — 

(1) the special serial number assigned by the Office of Exchange. 

(2) the sterling value of the Trade Charge Money Order and its equiva- 

lent in rupee currency. The lists for the Nagpur Audit Office 
will be in singles. Those for other Audit Offices will be pre- 
pared in duplicate and totalled and reconciliation of the ster ling 
value alone with the total shown in the London Trade Charge 
Account prepared in sterling currency will he effected in the 
Nagpur Audit Office. The total amount of the lists m (rupees) 
for each Audit Office is debited to the respective Audit Office 
through an Advice of Transfer, the lists and vouchers being sent 
as enclosures. 

.Note. — A ny difference in the rupee amount due either to cleneal errors in compiling the 
extracts or to short or excess charge in the outward lists will be detected in the course of 
detailed audit in the Audit Office concerned 

(c) The Home Audit Office money orders are sorted according to the 
month of advice and the special serial number assigned to them by the Office ■ 
of exchange (vide Note 1 below Article 550), and debit-checked in the out- 
ward lists with which the identical Value-payable money orders were 
received. 

(d) The following adjustment of the gross amount of the account is ™a^ft 
in the Nagpur Audit Office. 

Dr. 

Money Order Remittance. — Calcutta Audit Office. 

Money Order Remittance. —Delhi Audit Office. 

Money Order Remittance. — Madras Audit Office. 

Suspense Account. — Trade charge money orders — (name of country). 

To 

Foreign money orders— Great Britain and Northern Ireland . . Cr. 

(e) The sterling value deducted from the total of the Trade* Charge 
Account on account of one-half per cent, commission iB converted into 
rupee currency at the flat rate of exchange. The following adjustment is 
then made — 

Dr. 

Foreign money orders— Great Britain and Northern Ireland (deduct 
from credit). 

To 


Cr. 


Commission on Money Orders. 
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(/) On receipt of these money orders with the advice of transfer in the 
other Audit Offices, the correctness of the amount debited is verified by 
comparing the entries in the lists with those on the vouchers. They are 
Borted according to the month of advice and the special serial number and 
then debit checked against the entries in the outward lists and thereafter 
the following adjustment is made. 

Dr. 


Suspense Account — Trade Charge Money Orders (name of country). 


To 

Money Order Remittances— 

Nagpur Audit Office. . ^t. 

Note. — The initial letters of the Postal Circle should he noted against each e T, tiy m the 
extracts with reference to the Trade Chars© Money Orders to facilitate compilation of statistics 
( vide Note to Aiticle 683). 

551 -A- — The Trade Charge Accounts with the Irish Free State Colony 
and Protectorate of Kenya, Uganda Protectorate, and Tanganyika Territory 
are received in the Nagpur Audit Office and dealt with in the same manner as 
Trade Charge Account with London. The only difference is that the amounts 
of the former accounts both inward and outward are adjusted through the 
Money Order exchange aocounts under “ special items *\ 

Outward Trade charge Account with Johor Malaya and Kedah. 

552. (a) These accounts are prepared by the Calcutta G. P 0. which is 
the only office of exchange in respect of C. 0. D. money orders advised to and 
from these countries. On receipt of these outward accounts with the receipted 
Trade Charge Cards from the General Post Office, Calcutta, in the Calcutta 
Audit Office, the entries shown therein are compared with those on the money 
orders. 

(6) The Trade Charge money orders are then sorted according to the 
Audit Office of the Offices of issue. The values of the money orders intended 
for other audit offices are debited to them through advices of transfer supported 
by the Trade Charge Orders, details of these orders being furmsiie i on the 
advices of transfer. 

(o) The Home Audit Office Trade Charge Money Orders are dealt with in 
the Calcutta Audit Office in the same manner as the United Kingdom Trade 
Charge Money Orders are dealt with in the Nagpur Audit Office [vide Article 
551 (o) Supra]. m 

(d) In the Nagpur, Madras and Delhi Audit Offices, the Trade Charge 
Money Orders received with the advice of transfer from the Calcutta Audit 
Office are dealt with in the manner described m Article 551 (/) Supra and the 
note thereunder in respect of United Kingdom Trade Charge Me ney Orders. 
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(e) All the adjustments are similar to those adopted for Trade Charge 
transactions with United Kingdom. 

Note 1 — As no special serial numbers are assigned to the Trade Charge Money Orders 
relating to Eastern countries by the Cakmtta 0. P. 0. there is no sorting according to apeoiaJ 
serial numbers m the audit offices m respect of these money orders aa in Artiole 561 (/). 

Note 2. —Although Johoro and Malaya maintain separate Trade Charge Accounts with 
India independently of each other, the balance of the former whether in favour of India or the 
foreign administration concerned together with the balance of Malaya Trade Charge Accounts 
is finally pissed under “ special items ” in the money order exchange account with Malaya. 

List o! unpaid items. 

553. After all the money orders are debit-checked in the outward lists, the 
items not debit-checked in the outward lists are compiled in a statement called 
the list of unpaid items in Form No. A. G. P. T.-474. These money orders, 
when, received as paid with subsequent Trade Charge Account, are debit- 
checked in the list of unpaid items. 

London Trade Charge Account with Aden. 

554. The procedure for the preparation, of this account and its adjustment 
in the Audit Office is the same as that prescribed for the Trade Charge Account 
with London (vide Article 651) except that the account with Aden deals with 
money orders issued by Aden and its sub-offices. The procedure for the other 
Audit Office money orders is not applicable so far as the Trade Charge account 
with Aden, is concerned. 


C. 0. D. Inward lists. 

555. These lists are received from the offices of exchange which are au- 
thorised to deal with C. 0. D. money orders and are audited as other Inward 
lists. At the end of the month, the amounts of these lists are posted in the 
Inward register (Form No. A. G. P. T.-449) and the following adjustment is 
made : — 

Dr. 

Suspense Account — Trade Charge Money Orders — (name of country) 
To 

Inland Money Orders (month of issue) . . . . Or. 

In addition to the above adjustment, the following adjustment is made in res- 
pect of commission calculated at one and a half per oeat. on the total amount 
of the lists : — 

Dr. 

Sale of ordinary stamps. 

To 


Commiasiou on Money Orders 


Or. 
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Inward Trade Charge Accounts. 

556. These accounts are prepared by the Principal Offices of Exchange 
from the Certificates of payments received from the Post Offices of payment 
of 0. 0. D. Inward Orders. The accounts relating to Eastern countries of 
Malaya, Johore and Kedah are submitted to the Calcutta Audit Office, while 
those relatmg to Western countries of Great Britain and Northern Ireland, 
Irish Free States and Colony and Protectorate of Kenya, Uganda Protecto- 
rate and the Tanganyika Territory are submitted to the Nagpur Audit Office. 
On receipt of these accounts their totals are checked. The amount of one 
half per cent, commission shown therein is also checked. The money orders, 
shown therein are verified in the inward lists concerned noting against the 
entries the month of the Inward Trade Charge account in which the orders 
are claimed. 


The following adjustments are then made : — 


Adjustment of the Gross total of the Ac- 
count, 

Dr. 

Foreign money orders (Name of count- 
try) 

To 

Or. 

Suspense Account-Trade Charge Mo- 
ney Orders. 


Adjustment of the one half* per oeot. com- 
mission deducted. 

Dr. 

Commission on money orders. 


Foreign money orders (Name of country) 
(deduct fiom debit). 


The outstandings in the Inward lists, i.e., the inward money orders not 
claimed in the Account, are compiled in a statement called the statement 
of unpaid items (Form No. A. G. P. T.-474). When these outstanding money 
orders are claimed in the subsequent accounts, they are removed fiom the 
above statement. 


Broad sheet of Inward and Outward Trade Charge Money Orders. 

557. The amounts of Inward and Outward lists temporarily placed under 
the head “ Suspense Account — Trade Charge Money Orders 55 are posted in a 
broadsheet in Form No. A .G. P. T -469. The amounts claimed in the respective 
Trade Charge Accounts are also posted in the broadsheet in order to clear the 
amount placed under the head “Suspense Account — Trade Charge Money 
Orders The difference between these two amounts represents the amount 
of the outstanding items in the list of unpaid items. The Broadsheet serves 
the purpose of not only exercising a check over the outstanding items but also 
of reconciling the credits and debits under the head " Suspense Account Trade 
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Charge Money Orders ” with, the corresponding figures in the Detail Book and 
is submitted to the Gazetted Officer on the last day of the month for review. 

558. N%L 


559. Nil 


VI.— Periodical settlement of Accounts. 

Exchange Accounts. 

560. The money order transactions between India and the several countries 
of exchange are settled periodically by means of exchange accounts which show, 
on one side, the total amount of each outward list, the international commis- 
sion thereon calculated at one- half per cent., the amount of inward orders 
repaid to remitters or written back to the country of issue as void (see Articles 
537 and 549), remittance on account, special items and balance from preceding 
account On the other side, the exchange accounts show, the total amount 
of each inward list, the international commission thereon at one-half per cent., 
outward orders repaid to remitters or written back to India as void, remittance 
on account and special items. The two sides of the accounts are squared by 
showing the difference as “ balance due to or by India”. 

Noth. — For sterling exchi igea the account is expressed m sterling money ; for rupee ex- 
changes the form of account is similar, but the figuies are m rupee currency. 

ExafflPTiON. — In the accounts with Indian States no entries of repayments of void money 
orders appear (vide Note 2 to Article 545 and Article 549). 

Receipt and Audit of Exchange Accounts. 

561. The exchange accounts with Indian States and the several foreign 
countries and colonies are prepared periodically as shown in Appendix B 
to the Posts and Telegraphs Manual, Volume VT. The accounts of foreign 
countries and colonies are received in the Audit Office from the principal 
offices of exchange, and the accounts of the Indian States are received from the 
principal Imperial offices of exchange. 

562. The exchange accounts will be received by the Home Audit Office of 
the principal office of exchange and will he dealt with by the Money Order 
Section. The total of the outward and inward lists will be verified, the inter- 
national commission checked, the amount shown, as inward orders repaid or 
void examined with the corresponding entries in the void list and the register of 
repaid order (Form A. GK P. T.-450), and the total of the list of repaid orders 
verified with the amount shown in the exchange account, discrepancies being 
noticed in Form A. G. P. T.-455, Finally, due note will be taken of the entries 
adjusting errors in previous accounts and of any special items ; the cost of the 
bill of exchange for remittance of the balance or proceeds of that received in 
settlement of the balance as communicated by the Postal Accounts Section 
will be checked with the balance of the exchange account. The following 
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transfers will be made, on receipt of exchange accounts, in order to adjust 
the commission and other receipts or charges shown in the money order 
exchange account : — 

(a) Credit or debit commission for the net difference in international 

commission. 

( b ) Credit or debit “Exchange on Remittance Aceounts-r-Postal and 

Money Order transactions ” for difference of exchange ot for 
premium paid for purchase of drafts in settlement of balances 
due by India for rupee money order transactions. 

( c ) Credit or debit “ Foreign money orders ” to counterbalance (a) and 

(&). 

(d) Debit “Inland money orders — month of issue '’in case of Home 

Circle money orders or “ Msaey order remittance ” in case of 
other money orders by credit to “ Foreign money orders 35 in 
respect of repayment of inwar 1 orders. 

563. The balances of the money order exchange accounts should not be 
carried over to the next account, but should be settled by oasli remittances or 
remittances through the India Office or through the London General Account, 
unless otherwise provided for in any particular case. 

A register in Form A. G. P. T.-456 should be kept for watching the credits 
and debits in settlement of the balances of the exchange accounts. 

On receipt of the exchange accounts, the balance shown therein is noted 
in this register and a note of adjustment in settlement of the balance is recorded 
in the column provided for the purpose. 

Note 1. — fo respect of the mcmey order trarsictions with the Gwalior State, the accounts 
current prep ired by the Jhmai, Gwalior Railway Stition, Neemuch iv.d Ujjmn Railway Station 
offices of exchange are received m the Delhi Audit Office, as Agra, the principal office of exchange 
with the Gwalior State, is in the jurisdiction of that Audit Office. 

Note 2 —The examination of the exchange accounts should be completed within 15 days 
of their receipt. 

563-A. Watch of uderest on balances of money order exchange account a 
outstanding for more than 6 months . — The amount shown in an Exchange 
Account as remaining due from one Administration to the other, shall on the 
expiration of six months following the period covered by the relative Flxehange 
Account, be subject to interest at the rate agreed upon The interest shall 
be carried to the debit of the Administration in arrear in the following account 
“ under special items With a view to watch the adjustment of interest 
on balances outstanding for more than 6 months, necessary notes regarding 
interest should be made in the last column of the Register in form A. G. P. T^* 
-456 and its adjustment watched. The Register should be submitted for re- 
view to the Gazetted Officer through the Superintendent on the last day of 
every quarter. 
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The amount of interest appearing in the Exchange Account should he 
adjusted under the head “ B. Miscellaneous Revenue — Postal — Fees and other 
receipts — other items *\ In the case of sterling accounts the amount shown 
in sterling currency should be converted into Rupees at the fiat rate of 
Re. l=ls. 6 d 

Noth L — The interest shall he calculated on the number of Calendar months, the remaining 
number of days in n month, being treated as a fraction of a month. 

664. Advance remittances due to, or from, foreign countries are watched 
through a register in Form A. G. P. T.-457. This register is posted once a week 
(Saturday) and is reviewed by the Gazetted Officer on the 2nd of every month. 
Calls should be made for remittances after one month and three weeks from 
the date on which they fall due. 

Exception . — This register need not be maintained in the Calcutta Audit 
Office. At the time of local inspection of the Calcutta General Post Office, it 
should, however, be seen that advance remittances are called for by it with 
promptitude. 

565. The exchange account for money order transactions with Great 
Britain and Northern Ireland is combined with the letter and parcel postage 
account and termed the “ General Account with the London Post Office 
The balances of exchange accounts with the following countries are also adjust* 
ed through this Account; : — 

(1) Denmark. 

(2) France. 

(3) Germany. 

(4) Iraq. 

(5) Italy. 

(6) Norway. 

(7) Switzerland. 

The General Account is received in duplicate in the Nagpur Audit Office 
from the Presidency Postmaster, Bombay, by the 3rd of the second month 
following. The Nagpur Audit Office adjusts the sterling amounts relating to 
(1) Foreign Money Orders (2) Share of Commission (3) Repaid and Void Money 
Orders (4) Trade Charge Money Orders and (5) Balance of Money Order tran- 
sactions with foreign countries settled through the General Account. The 
actual rupee values in respect of items (1), (3), (4) and (5) above are ascertained 
from the various registers and subsidiary accounts maintained in the Nagpur 
Audit Office. The net adjustments to the head ‘Foreign Money Orders — 
ynited Kingdom 5 made on receipt of the London and the Inward Trade Charge 
Accounts, are taken for the sterling amounts against Trade Charge Money 
Orders in the General Account. The actual rupee values thus ascertained are 
adjusted by debit or credit to “ Foreign Money Orders — (Country) ,s . The 
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Bemittance head “ Account between England and India — Items adjustable 
by England ” is, however, credited or debited with the rupee equivalents of the 
sterling amounts converted at the flat rate (Is. 6 d. per rupee) and any differ- 
ence between the two rupee figures is adjusted under es Exchange on Bemittance 
Account The commission on Foreign Money Orders and Trade Charge 
Money Orders is also adjusted at the flat rate of exchange [vide Article 551(c)]. 
The Money Order Section of the Nagpur Audit Office will then make over 
both the copies of the General Account to the Account Current Section. The 
latter after adjusting the remaining items will forward one copy to the Central 
Office, so as to reach that office by the 10th of the month. The Central Office 
will forward it after check to the Accountant General, India Office London, 
by the first Mail day, vide Article 100 of the Posts and Telegraphs Account Code. 

Noth. — A schedule of debits and credits relating to the Accounts between England an^ 
India should be sent to the Central Office by the Nagpur Audit Office in respect of the adjust- 
ments made in that Office. 

566 . As already stated in Article 531, the amounts advised by the London 
Post Office are shown in the relative inward lists in rupee currency. In the 
Bombay General Account, particulars of these lists, ins., number of list, date of 
list, monthly numbers, amount of orders in rupees, etc., are entered to the credit 
of India in the space provided for the purpose The total amount of orders in 
rupees for the month plus the commission at one-half per cent, will be converted 
into sterling at the mean of the market rates for drafts current during the month. 
A statement showing the mean of the rates (Bombay on London) will be for- 
warded to the Bombay office at the close of each month. India cannot, 
therefore, claim from England the total sterling value of the inward lists for a 
month as in the case of other sterling countries, but only the sterling value 
arrived at by conversion of the total amount of rupees shown in the inward 
lists at the mean of the market rates for drafts (Bombay on London) prevailing 
in the course of the month. 

Note 1. — Xu the case of sterling countries, the total rupee equivalent adjusted in each 
month is noted in red ink in the Money Order Exchange Aooount against the particulars shown 
in the list. The month of adjustment is also noted therein. A reference is made m the last 
column of the register of outward and inward orders to the exchange account in which the lists 
are acoounted for. 

Note 2 — The month of exchange account in which void inward orders are shown as repaid 
to the foreign country is noted in the void list and the amounts of suoh orders shown m the column 
* month of adjustment \ Suitable notes should also be made m the register of repaid orders and 
In the statement of void ordeis communicated to the foreign country ns void In the cnee of 
inward orders repaid within currency, the purticukis of the exchange account and the month 
of adjustment should he noted prominently against the money oiders in the Xnwaid list or in the 
register of unpaid money ordeis if the items have already been picked out as unpaid money 
orders. In the latter case the column 6 month of adjustment * will also be filled in. 

567 . In the case of the following countries, the settlement of balances due 

to India in the Money Order Exchange Account -will be made by remittances 
through the Accountant General, India Office, London : , * 

1. Nyasaland Protectorate. 2. British Guiana. 3. Colony and protec- 
torate of Kenya. Uganda Protectorate and the Tanganyika Territory. 
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4. Egypt. 5. Malta. 6. Sudan. 7. Trinidad. 8. Union of South Africa. 
9. Irish Free State. 10. Palestine. 11. Commonwealth of Australia. 
12. Fiji. 13 New Zealand. 14. Zanzibar and 15. Sandi Arabia. 

Intimations of the remittances made by the above countries are sent by 
them to the Accountant-General, Posts and Telegraphs, who forwards them in 
original to the Nagpur Audit Office in the case of the first eleven countries and 
to the Madras Audit Office m the case of the rest for watching credits afforded 
through the London Accounts and for note in the register of remittances (Form 
A. G. P. T.-456) as well as in the register for watching advance remittances 
(Form A. G. P. T.-457). When credits for the remittances appear in the London 
Accounts extracts from the schedule of credits are sent to the Nagpur and 
Madras Audit Offices by the Accountant General, Posts and Telegraphs, for 
purposes of adjustment and verification of the credits with the intimations of 
remittances already sent. They are adjusted as below and particulars of 
adjustment are communicated to the Central Office. — 

Dr 

(1) Account between England and India — 

His Majesty’s Imperial Government — 

Postal and Money Order transactions. 

(b) With Colonial Administrations. 

• (2) Exchange ou Remittance Accounts. 

Postal and Money Order transactions. 

To 

Foreign Money Orders ..(name of country) Cr. 

The rate of conversion adopted for the remittance in sterling is the same as 
that for inward orders in force on the date of the remittance. The difference 
between the amount in rupees converted at this rate and the conventional rate of 
Re, l=Lv. (til. will be debited to <e Exchange on Remittance Account 

568. The balances in favour of India in respect of exchange accounts with 
colonial and other administrations are adjusted through the London Account, 
while the balances due by India are settled by drafts on London purchased in 
the market. The amount paid in rupees for the purchase of the draft will be 
charged in the cash account and debited to Foreign Money Orders— country 
of exchange ”, 

569. The balance of the half-yearly parcel account between India and the 
Union of South Africa, Konya, Seychelles, Iraq. Australia, Fiji and New Zealand 
is adjusted through the money order account between the two administrations 
Jby entry against the head “ Special items detailed in the annexure”. The 
balance of letter mail transit charges between India and Colony and Protec- 
torate of Kenya, Uganda Protectorate and Tanganyika Territory is also ad- 
justed similarly. No money order commission is payable on the balances thus 
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included in the money order account. The transfer adjustment to be made in 
the Audit Office is similar to that indicated in Article 573 (1). 

570. The balances of the half-yearly accounts relating to both insured and 
uninsured parcels exchanged between India and the Commonwealth of Australia, 
viz., the Colonies of New South Wales, Queensland, South Australia, Tasmania 
Victoria and Western Australia are included m the money order accounts be- 
tween India and those Colonies. Care should be taken to see that no money 
order commission is charged on such items. These balances, when they appear 
in the general account of money orders with the Commonwealth, will be ad- 
justed in the manner indicated in Article 573 (I) m the accounts of the months m 
which the balances of the money order accounts are settled. The land and sea 
transit charges are also similary adjusted. 

571. The balance due to India on account of money order transactions with 
Mauritius is adjusted through the exchange account with the Accountant 
General, Central Bevenues, who exchanges account with the Mauritius Govern- 
ment. On receipt of the quarterly money order account with Mauritius, the 
Nagpur Audit Office should adjust the balance by a transfer entry debiting the 
head u Account between the Accountant General, Central Bevenues, and the 
Accountant General, Posts and Telebgaphs — Items adjustable by Civil Depart- 
ment — Miscellaneous — India ” and crediting the heads “ Foreign Money Orders 
— Mauritius ” and 44 Commission on Money Orders (for the difference of 
international commission shown in the money order exchange account.) 

571-A. The balances due to India on account of money orders exchanged 
between India and Ceylon, are settled by Bank drafts drawn in favour of the 
Postmaster, Madura, and the balances due to Ceylon are settled by means of 
bills of Exchange on Colombo. 

57 2. Under the head “ special items ” in the money order exchange accounts 
with Malaya, the adjustment on account of Savings Bank transfers appears 
to the credit of India or the Foreign Administration. A schedule of Savings 
Bank accounts transferred between the countries concerned is appended to the 
money order exchange account. The adjustment in respect of such Savings 
Bant transfers is made in the course of audit of the money order exchange 
account by debiting or crediting the head 4 4 Savings Bank Deposits — Transfers 
between India and other countries 55 and by crediting or debiting (deducting 
from credit) the head 44 Foreign money orders 5 \ The schedule of Savings 
Bank accounts is then forwarded to the Government Security Section for final 
disposal. 


Miscellaneous Items. 

573. (1) The cost of conveyance of Parcel mails, both insured and uninsu- 
red, between Dhanushkodi and Colombo and Dhanushkodi and East and South 
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Africa (via) Colombo is adjusted by including the amounts in the General ao* 
count of Parcels and Insured letters exchanged between India and Ceylon. 
The net balance of this account is settled annually by an entry in the money 
order account between the two administrations 

The item in the money order account is adjusted by credit to the head 
Abstract A-II- -Postal Receipts (6) Receipts from other Postal Administra- 
tions, or (c) Deduct payments to other Postal Administrations ”, as the case 
may be 

(2) A monthly subsidy of Rs. 200 payable by the Administration of Goa 
on account of steamer service between Bombay and Goa is credited to the Indian 
Post Office through the money order account with that a dminis tration. The 
credit will be transferred m the Nagpur Audit Office to the head “ XIX. — Posts 
and Telegraphs — Abstract J. (Postal expenses) — Conveyance of Mails — Sub- 
sidies — steamship companies ” (by deduction from debit) in the accounts of 
the month in which the balance of the money order account is settled. 

(3) Amounts due to or by the Indian Posts and Telegraphs Department 
on account of the conveyance of letter mails over the Dhanushkodi Talai- 
manner service, Natal Line and Indian and South African Lines are settled 
through the Annual Liquidation Account of the International Bureau at 
Berne and are generally adjusted as described in Article 369-A, Posts and 
Telegraphs Audit Code, Volume I. In the case of Great Britain and Northern 
Ireland, however, the final adjustment of the amount as included in the Liqui- 
dation Account is effected through the General Account between Great Britain 
and Northern Ireland and India, the credits and debits being adjusted m the 
same heads of account as indicated in article 369-A ibid. 

Adjustment ot Exchange. 

574. As the Government of India have adopted the rate of Re. 1=1$. 6d. 
as the conventional rate in the public accounts, and as different rates are 
fixed by the Director General, Posts and Telegraphs, from time to time, for 
the conversion of foreign outward and inward sterling money orders, the differ- 
ence between the rupee value converted at the official rate and that converted 
at the rate fixed by the Director General, Posts and Telegraphs, has to be ad- 
justed to the head “ Exchange on Remittance Account — Postal and Money 
Order transactions 35 . 

575. After the examination of the exchange account is completed, all the 
adjustments made in respect of the transactions shown m the exchange account 
under the head “ Foreign Money Orders 51 are collected under the credit and 
the debit sides of that head in a broadsheet in Form No. A. G. P. T.-458 and 
n a reconciliation of the two sides is attempted. The two sides will ordinarily 
agree in the case of rupee countries. In the case of sterling countries, how- 
ever, the sterling value on the two sides of the exchange account will agree, 
but there will always be a difference in the rupee value due to the adoption 
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of different rates of conversion for the adjustment of remittances from the 
foreign country. This difference will be adjusted to the credit or debit of 
" Exchange on Remittance Account — -Postal and Money Order transactions ”, 
and the two sides of the head ve Foreign Money Orders ” reconciled. 

576. In the Detail Books, the major head ‘ f Foreign Money Order ” is divid- 
ed into as many sub-heads as there are countries or colonies with which India, 
has direct exchanges of money orders. Great care should be taken to adjust 
the transactions relating to each exchange under the proper head of account. 

Exception . — Tho monoy order transactions with the several States of the Commonwealth 
of Australia are adjusted in the books under a single head “ Commonwealth of Australia.'* 

VEt. Indo-Ceylo» Telegraphic Money Orders. 

Examination ol Issue and paid Lists. 

577. As far as issues and payments in India are concerned, the Audit Offices 
will not receive any separate lists of Indo-Cevlon telegraphic money orders 
issued or paid, as the entries will be included in the ordinary money order 
lists. All that is necessary for the sub-auditor m the Money Order Section is 
to see in all cases — 

(а) that the amount of a money order does not exceed Rs. 600 or include 

any fraction of a rupee; 

(б) that the commission is credited at the ordinary rate. 

Audit Arrangements. 

578. The Madura Post Office will furnish the Madras Audit Office 
with a summary of the Inward Telegraphic Money Order lists exchanged be- 
tween Madura and Colombo and a copy of the monthly Telegraphic Money 
Order Account, and the Colombo Post Office will send a copy of each inward 
list direct to the Madras Audit Office. The Outward Telegraphic Money Order 
lists will be prepared in parts according to the Circles of audit whence the 
Telegraphic Money Orders were issued and these will be sent to the respective 
Audit Offices. 

Noth. — The Madura Post Office Bhould furnish the Madras Audit Office with a summary 
only (instead of a copy) of the inward telegraphic monoy order list which will give the following 
patioulars : — 

(a) Number and date of eaoh Colombo list. 

( b ) Amount of telegraphic money orders in each list. 

(c) Half the amount of commission realised on the Telegraphic Money Orders in each 

list. 

579. The lists will be audited under the following rules : — ^ 

(a) The inward list received from Colombo will be examined in the 
Money Order Section, the total checked and posted in the 
register (Form No, A. Gr. P. T.-446). The monthly total will be 
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adj usted by a transfer entry similar to that prescribed in Article 
533. The examination of the list will be completed as early 
as possible. It will then be made over to the checker and will 
be formed into a register in which the payments in India will be 
checked. 

Noth. — Telegraphic monoy orders from Ceylon are ordinarily credited m the accounts 
of the Audit OiBce m the month in which they are incorporated m the Colombo inward list, 
irrespective of tho month in which they were issued. But telegraphic money orders issued m 
March and incorporated m the Colombo list for April are adjusted m the accounts of March 
(final), not April, 

(6) The outward lists received from Madura will be accompanied 
by the copies of the telegraphic money order advices on which 
they are based but without any other voucher, and shps must 
therefore be prepared for the purpose of debit-checking. The 
weekly total of the list will then be posted in the register referred 
to in Article 544 and a monthly transfer entry made as pres- 
cribed in that Article. The examination of the list will be 
completed as early as possible. 

(c) In checking debits against credits, care must be taken not only to 

bring to notice over-payments or short payments, but omissions 
on the part of the office of exchange to advice Ceylon of issues. 
It must be remembered that every issue on Ceylon should, as a 
general rule 3 be known to Madras Telegraph Office on the day 
of issue or on the following day, and that the debit should there- 
fore follow the credit very rapidly. 

(d) On receipt of the monthly account of telegraphic money ordeis, it 

should be carefully checked with the inward and outward lists, 
any discrepency being pointed out to the office of exchange. 

(e) No communication will be made by the Audit Office to Colombo 

direct, all references which it is necessary to make by letter ot by 
telegram being made to the office of exchange at Madura or in 
special cases to the Postmaster General, Madras. 

580. The telegraphic money order accounts with Colombo will be adjusted 
in the Money Order Section simultaneously with the non-telegraphic Ceylon 
money order exchange account. 

Note. — The commission shown in the tolegraphic money order account should be adjusted 
by a transfer entry, 

VILI. — Exchange of Telegraphic money orders with Foreign Countries other 

than Ceylon. 

581. Telegraphic Money Orders exchanged between India and Foreign 
Countries other than Ceylon are included in Inward and Outward lists of 
Telegraphic Money Orders. These lists (both, inward and outward) hear 
the same number and date as those of Ordinary lists. As no separate exchange 
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account is maintained in respect of these transactions, the total of the Tele- 
graphic Money Order lists is for the purposes of accounts, included in that of 
ordinary Inward or Outward lists as the case may be. Advance copy of lists 
of Telegraphic Money Orders is received in Audit Offices from the offices of 
Exchange. The advance list contains the following particulars : — 

(1) Number of the Money Order. 

(2) Date of the Money Order. 

(3) Head or Sub Office of payment. 

(4) Value of the Money Order. 

In the case of Telegraphic Money Orders onginating from Sterling Coun- 
tries other than Great Britian and Northern Ireland only the Sterling amount 
is shown in the Advance list whereas in the case of Telegraphic Money Orders 
originating in Great Britain and Northern Ireland only the Rupee equivalent 
is shown. The Advance list is audited as follows: — 

(1) Sequence of numbers is examined. 

(2) Totals are checked (any corrections found necessaxy being made 

and intimated to the office of exchange). 

(3) Initial letters of Postal Circles are noted against the entries in the 

list to facilitate compilation of statistics. In addition the rupee 
equivalent of the sterling value (in the case of sterling countries 
other than Great Britain and Northern Ireland) is converted and 
posted against the relative entries in the list for adjustment 
purposes. The figures are finally posted in a register in Pom 
A. G. P. T.-447 foT the purpose of monthly adjustment. The 
entries in the list are debit checked with the paid Telegraphic 
Money Order receipts prepared by the office of payment. No 
audit is exercised on the completed copy of the list beyond seeing 
that the number and date of the Poreign Office Inward list are 
filled in the Advance copy and the totals of the completed copy 
of the list are posted separately in the register mentioned above 
in the manner indicated in the “ N.B. ” under Article 533. With 
a view to check the correctness of the claim from the foreign 
countries, a verification is made of the figures included in the 
Advance list with those accounted for in the Poreign office 
Inward list. As only the rupee equivalent is shown in the Ad- 
vance list from Great Britain and Northern Ireland the sterling 
value as per the Inward list, is entered against the relative entries 
in the Advance list and its correctness checked. Any diseje- 
pancy should be settled either on receipt of the Exchange 
Accounts or in communication with the office of Exchange. 


UUP&T 
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Outward Telegraphic Money Orders. 

These Money Orders are accounted for in outward lists of Telegraphic 
Money Orders prepared by the Indian Office of Exchange. Lists received in 
audit are accompanied by copies of the Telegraphic Money Order advices 
concerned. These advices which are treated as paid vouchers, are checked 
with the relative entries in the Outward lists. These lists of vouchers are 
dealt with m the same way as ordinary outward lists and orders. 

682. Telegraphic Money Orders are also exchanged with the following 
countries.— 

(1) Great Britain and Northern Ireland. 

(2) Irish Free States. 

(3) Iraq. 

(4) Colony and Protectorate of Kenya, Uganda Protectorate and the 

Tanganyika Territory. 

(5) Nyasaland Protectorate. 

(6) Zanzibar. 

(7) Mauritius. 

(8) Seychelles. 

r<9) Kuwait. 

<(10) Malaya. 

(11) Kedah. 

<12) Kelantan. 

Noth 1 — Each, of the Postal administrations of Malaya and Kedah, maintains a separate 
list and a distinct senes of numbers is assigned by the Foreign countries in respect of Telegraphic 
money orders issued upon India 

Notb 2. — In respect of the Telegraphic money orders exchanged with the countries men- 
tioned m Note 1, Ca Viittfl the only of exchange. The messages, however, both Inward 
and Outward, pass iiiiooin ihc Mirk,m < Lntral Telegraph Office which sends a copy of each 
piessage to the Calcu< Orth c pi flfi hci:r<‘ I enable it in the case of Inward Telegraphic money 
•orders to verify details as shown in the Inward Telegraphic list received subsequently from the 
foreign countries, and in the case of Outward Telegraphic money orders, to prepare the Out- 
ward Telegraphic list for submission to the respective Audit Offices, the Telegraphic money 
, order advices accompanying the respective Telegraphic Outward lists as vouchers. The total 
pf the Telegraphic list is likewise included in that of the ordinary Outward list. 

IX. — Miscellaneous, 

Statistics ot Foreign Money Orders. 

588. The fallowing statements should be prepared by the Money Order 
Section of each Audit Office and sent to the Central Office not later than 
the TOfeh July of each year:— 

Statement I (Form No. A. G. P. T.-162)— Showing the number, value and 
commission on the following three classes of foreign money orders issued 
during the year just closed, classified according to the Circles of issue, viz . : — 
- (a) Foreign sterling money orders. 

(6) Foreign rupee money orders. 

(c) Indian States money orders* 
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Statement, II (Form No. A. G. P. T.-463) — Showing the number and value 
of the foreign money orders paid during the year, classified according to the 
Circles of payment. 

Note. — Statements I and XI should exclude the value and number of through ’ * 

money orders issued or paid as they do not represent the issues or payments of India 

Statement III (Form A G. P. T.-464) — Showing the money order trans- 
actions with each country, colony or Indian State dealing with sterling or 
rupee money orders. 

Statemcrt IV (Form No. A. G. P. T.-465) — Showing the number, value 
(in Indian currency) and commission on outward foreign money orders for 
each month of the year ]ust closed. 

Statement V (Form No. A. G. P. T.-466) — Showing the number and value 
(in Indian currency) of inward foreign money orders for the year just closed. 

Statement VI (Form No. A. G. P. T.-467) — Showing the number and value 
of outward foreign money orders for each country, colony and Indian State, 
classified according to the Circles in which the Indian Offices of exchange are 
situated 

Statement VII (Form No. A. G. P. T.-468) — Showing the number and value 
of inward foreign money orders for each country, colony and Indian 
State, classified according to Circles in which the Indian offices of exchange 
are situated. 

Statement I will be compiled by classifying the entries in the exchange 
office outward list. The compilation will be taken up immediately after the 
examination of each list has been completed. The total of the classification 
will be proved with the total of the weekly (or periodical) list and the monthly 
total of the classification will be made by the end of the second month following 
that to which the outward lists relate. This classification will be posted in 
a register in Form A. G. P. T.-459 which will be submitted to the Gazetted 
Officer for review. Telegraphic money orders will be posted in the register 
separately. 

Statement II will be compiled by classifying the entries in the exchange 
office inward list. The compilation will be made in the manner indicated above 
and completed by the end of the second month following that to which the 
inward lists relate. The classification will be posted in a register in Form 
A. G. P. T.-460 which will be submitted to the Gazetted Officer for review. 
Telegraphic money order statistics will be recorded on a separate page for 
each class. 

Statement III will be compiled as follows: — 

The total number, amount (sterling and rupee) and commission on out- 
ward orders to each country of exchange will be posted in the register in Form 
No. A, G. P. T.-470 against each month and the annual total struck. For in- 
ward orders, the figures will be compiled from a register in Form A. G. P. T.- 
471. Figures for repaid and void orders will be compiled from the exchange* 
accounts for each month in a register in Form A. G. P. T.-472 and the annual 
figures will be copied in Statement No. III. 
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Statement IV will be compiled from the register in Form A. G. P. T.-448. 

Statement V will be compiled from the register in Form A. G. P. T.-471 
which will be posted from the register in Form A. G. P. T.-447. 

Statement VI will be compiled from the register in Form A. G. P. T.-470 
and Statement VII from the register in Form A. G. P. T.-471. 

The registers m Forms AGP. T.-470, 471 and 472 should be posted 
monthly and submitted to the Gazetted Officer for review. 

Note. — S tatistics for tiade chaige money orders will be compiled in foinis isinnlai to those 
prescribed for foieign money orders above. Classification of these money orders according 
to Cirolea of issuo and payment will he compiled from the respective Trade Charge accounts 
and not from' the outward and inward lists. 

584 . A statement showing the amounts received and paid m India on 
account of money order transactions (excluding remittances) with foreign 
countries for each year is submitted to the Accountant General, Posts and 
Telegraphs, by the 25th April for communication to the Director General of 
Commercial Intelligence and Statistics, Calcutta. 

Reconciliation of Foreign Honey Order figures with the Detail Book. 

585 . The figures under the head u Foreign Money Orders” are verified, 
separately for each foreign country of exchange, by means of a register in 
Form A. G. P. T.-461, one page being used for the credit and another for the 
debit, in which the differences are clearly explained. All differences with the 
Detail Book are adjusted before the accounts are finally closed, so that the 
total figures for the year in the column “ Figures as per Detail Book ” agree 
arithmetically with those in the column Figures as per Foreign Money 
Order Register 

586 . In order to enable the Money Order Section to effect the reconci- 
liation prescribed in Article 585, the Detail Book figures for each month 
relating to " Foreign Money Orders ” are supplied to that Section by the 
Postal Accounts Section not later than the 5th of the second month following 
that to which the accounts relate, and the figures are verified by the Money 
Order Section within 15 days of receipt of the Detail Book figures, the register 
being submitted to the Gazetted Officer for review on the 22nd of the month, 
through the Senior Accountant. 

Broadsheet o! Foreign Honey Orders. 

587 . A broadsheet is maintained, in Form A. G. P. T.458, of the total 
credits and debits under the head " Foreign Money Orders ”, A separate 
agreement is secured for each foreign country, one page being used for credit 
and another for debit. The Booking Section figures for each month, when they 
relate to only one exchange account, are posted in the appropriate column 
against the month to which they relate, but when the figures include amounts 
relating to more than one exchange account, they are split up and the amounts- 
relating to each exchange account are posted against the particular month 
as shown in column 1. In respect of the exchange accounts which are 
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prepared quarterly, half-yearly or yearly, the figures are posted against the 
last month of the quarter, half-year or year, as the case may be, the months 
being bracketed together. The horizontal total against each month of the 
exchange account is struck only when the exchange account is adjusted by 
a remittance, as it is then only that an agreement between the total credit 
and the total debit can be secured. This agreement cannot he effected in 
respect of the exchange accounts which are left unadjusted during the year, 
and the differences between the credits and debits in these cases make up the 
annual balance. The broadsheet is submitted to the Gazetted Officer for 
review through the Senior Accountant on the 22nd of the second month 
following that to which the accounts relate. 

Verification of Balances. 

588 . The balance under the head " Foreign Money Orders ” comprises the 
balance of the exchange accounts remaining unsettled at the close of the year, 
excluding the inward money orders advised in March but accounted for in the 
issue list for April prepared by the office of exchange. With a view to bring 
out this result, the net international commission of the unsettled exchange 
accounts and the amount of inward orders shown therein as repaid or void 
are adjusted by transfer entries m the accounts of March (final), or by journal 
entries if the exchange accounts are received too late to admit of the adjust- 
ments being made in March (final). The items which make up the annual 
balance are noted in full detail in the remarks column of the broadsheet referred 
to in Article 587 and a statement showing the verification of the register 
balances with the Detail Book balances in Form No. A. G. P. T.-563 prepared 
in detail of each foreign country and Indian State, is submitted to the Central 
Office soon after the March (final) accounts are closed. 

A similar report should be sent after the closure of each batch of Journa 
Entry. 

Noth. — It should bo borne m mind that, besides the amount of inward money orders 
advisod in March but accounted for in foreign money order issue list for April, tho items 
that cause difference between the balance as worked out in tho broadsheet and that shown 
in tho unadjusted exchange account are (a) remittances received during tho year in partial 
settlement of the unadjusted ^xchaugo account, and (6) advance remittances received in 
March in respect of the transactions for April. All those items should be described fully m 
the broad Bheot. 

Verification of balance “ under Suspense Account— Trade Charge Money 

Orders”. 

689 . After the March (final) accounts, of a year are closed, the balance 
under this suspense account as per register of unpaid items should be verified 
with the book balance and a report for each country showing the register and 
book balances at the end of each year and the difference (with the month of 
adjustment noted against the difference) should be sent to the Postal Accounts # 
Section, for consolidation and submission to the Central Office. Similar 
stalements should be sent after the accounts of the year for each batch of 
Journal Entry are closed. 
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Introductory. 

606. The Accountant General, Posts and Telegraphs, is responsible for 
"the Stock, Custody and issue of the Indian Postal Orders (introduced with 
effect from the 1st April 1935) and also for the audit of all transactions relating 
to them. The rules for indent, sale and payment of the Indian Postal Orders 
in Post Offices as well as those relating to the maintenance of the initial accounts 
and submission of account returns of Indian Postal Order transactions to 
Audit Offices will be found in Part V of Chapter 7 of the Posts and Telegraphs 
Manual, Volume VI. 

607. The Deputy Accountant General, Posts and Telegraphs, Delhi, 
acting on behalf of the Accountant General, Posts and Telegraphs, is respon- 
■sible for holding the Central Stock of Indian Postal Orders, their safe custody 
and issue to the Branch Audit Offices under the Accountant General, Posts and 
Telegraphs. 


Stock. 

Central Stock. 

608. The Central Stock is obtained through the Director General of 
Posts and Telegraphs by half-yearly indents on the Master, Security Printing; 
India. Nasik Road, for the supply of orders calculated as sufficient to increase 

( 241 ) 
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the existing stock of each denomination so as to meet the requirements of six 
months. For this purpose, half-yearly reports m the following form should he 
drawn up by each Branch Audit Office and submitted to the Deputy Accountant 
General, Posts and Telegraphs, Delhi, so as to reach his office before the 15th 
January and 15th July each year, showing what denominations need replenish- 
ing. The indent should be prepared accordingly (m triplicate) and issued 
over the signature of the Deputy Accountant General, Posts and Telegraphs, 
Delhi, two copies of which will be sent to the Director General of Posts and 
Telegraphs, the triplicate copy being filed in a guard file as office record. On 
receipt of the two copies of the indent, the Director General of Posts and 
Telegraphs, after his countersignature will forward one copy to the Master, 
Security Printing, India, Nasik Road, for supply of the Indian Postsal Orders 
indented for direct to the Deputy Accountant General, Posts and Telegraphs, 
Delhi. 


Half-yearly indents for Indian Postal Older s. 


Denomination. 

1 

i 

Issues m the 
previous six 
months (as 
detailed on 
the reverse) 

1 

o 

Stock on 

3Isfc December 

30th June 

3 

Additions re- 
quired (in 
hundreds) to 
make up 0 
months demands — 
Column 3, when 
less, deducted 
from 

Column 2 

4 

Remarks 

Eight. Atmos 





Re 1 





Rs. 5 





JRs. 10 




I 


Note. — I f the number in Column (3) exceeds that m Column (2), the word u Nil ” should 
be written in Column (4) and no indent will be necessary. 


Custody of the Central Stock. 

609. The Central Stock is kept by the Cashier attached to the office of 
the Deputy Accountant General, Posts and Telegraphs, Delhi. The Stock is 
secured in a safe with double locks in the joint custody of the Gazetted Officer 
in charge of the Cash Branch and the Cashier, each of these officers keepmg 
his keys in his personal custody. 

610. On receipt of the orders from the Security Printing, India, the 
total number of the orders supplied as shown in the invoice should be com- 
pai*ed with the total number shown m the office copy of the indent and varia- 
tion, if any, noted against the denomination concerned in the latter. The 
orders are supplied by the Security Printing in small packets of 100 each. 
The number of packets should be counted and 5 per cent, of the packets test 
counted in detail. The total number of oiders received should be noted under 
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the respective denominations m the Stock Register (Form No. A G. P. T.~ 
480). Entries made in the Stock Register should he attested hy the Cashier 
as well as by the Gazetted Officer in charge of the Cash Branch. The acknow- 
ledgment for the orders should also be prepared and initialled by the Cashier 
and despatched to the Master, Security Printing, India, N.tsik Road, duly 
signed by the Deputy Accountant General, Posts and Telegraphs, or the 
Gazettted Officer in charge 

Stock m Branch Audit Offices . 

611. Every Branch Audit Office is provided with a Stock of Indian Postal 
Orders for issue to Head Postmasters under its audit jurisdiction. The stock 
in the Audit Office should similarly be kept m a safe with double locks, all the 
keys of one lock being kept in the personal custody of the Office Cashier and 
all the keys of the other lock m the custody of the Gazetted Officer in charge 
of the Cash Branch. The Stock is ordinarily replenished every three months 
from the Central Stock, by quarterly indents (in Form No. A. G. P. T.-481) 
on the 1st of January, April, July and October each year. Supplemental 
indents may however be made when the stock is found to have ran out, owing 
to the unusual demands from Postmasters. 

Issues from, the Central Stock. 

613, The quarterly or supplemental indents received from the Branch 
Audit Offices and from Post Offices under the Delhi Audit Office, is submitted 
by the Cashier to the Gazetted Officer-m- charge and when orders for supply 
have been passed by him, the requisite number of orders is taken out of the 
Central Stock, entered m the Stock Register (Form No A. G. P. T.-480) and 
checked both by the Gazetted Officer and the Cashier and the latter then 
issues them with an invoice prepared m Form No. A. G. P. T.-303 (in dupli- 
cate) signed by the Gazetted Officer. 

The original copy of the invoice issued by the Cashier, is received back 
from the Audit Office concerned or from the Post Office concerned under 
the jurisdiction of the Delhi Audit Office, duly signed as an acknowledgment, 
and is tiled, in a Guard File. The Cashier should see that he receives an 
acknowledgment for the Indian Postal Orders supplied to the Audit Office 
within a reasonable tune, issue reminders for the same, when necessary, and 
bring cases of unusual delay to the notice of the Gazetted Officer. 

Stock Register m Branch Audit Offices . 

613. A Stock Register in Foim No. A. G. P. T.-480 is maintained in each 
Branch Audit Office to account fox the Indian Postal Orders received and 
issued by it. This register is posted, as regards receipts, from the invoices 
received from the Delhi Audit Office and as regards issues from the invoices 
issued by it to the Postmasters. 

Note. — Indian Postal Orders received from the Central (Stock should be counted by the 
oashier in the presence of the Gazetted Officer, who will conduct a test cheek of the counting. 
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Issues to Postmasters . 

614 . Indian Postal Orders are issued to Head Post Offices on indents receiv- 
ed from the Postmasters. These Indents (whether by telegram or otherwise) 
aie entered in the appropriate columns of the Stock Register. Cases in which 
indents for Indian Postal Orders are made by telegram should be reported to 
the Head of the Circle when it appears that such telegram could have been 
avoided by the exercise of proper foresight. 

615 . The indents received from the Postmasters are, in the first place, 
sent to the Audit Section concerned for verification of the figures as to balance 
and sale noted by the Postmasters. They are then submitted to the Gazetted 
Officer in charge and when orders for supply have been passed, the required 
number of Indian Postal Orders are taken out from the safe and an invoice 
prepared in triplicate by carbonic process, m form No. A. G. P. T.-303. The 
serial and consecutive numbers of each denomination of orders issued, are 
detailed in the invoice. 

Note. — The stock should be kept so arranged that the orders issued may always be from 
the earliest supply received from the Central Stock 

616 . Triplicate copy of the invoice is kept as office copy duly filed with 
the indent and the other two sent to the Po.tmafc.tei with the Indian Postal 
Orders detailed therein, under registered cover. One of these (i,e. 3 the original 
copy) is received back with the Postmaster's acknowledgment and pasted 
into a guard file after Aerification with the entry made by the Audit Section 
concerned in the column provided in the Stock Register. 

Note. — R emainder should be duly issued in oases in which the acknowledgment is not 
received within a reasonable time 


Returns. 

Returns of Indian Postal Orders received in the Audit Offices . 

617 . The following monthly returns of Indian Postal Orders are received 
in the Audit Office from Head Post Offices (vide Article 372 of the Posts and 
Telegraphs Initial Account Code, Volume I) — 

(1) List of Indian Postal Orders sold. 

(2) Abstract of payments of Indian Postal Orders with the paid orders. 

(3) Memorandum of unsold Indian Postal Orders in stock. 

Soon after the 1st April of each year, a detailed list showing the serial 
numbers of Indian Postal Orders in stock is received from Post Offices (mde 
Rute 402/12 of the Posts and Telegraphs Manual, Volume VI). 

It should be examined to see whether the Indian Postal Orders aB detailed 
therein correctly work up to the total shown under each denomination and 
whether the total agrees with the closing balance under each denomination as 
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shown in the Memo, of Unsold Indian Postal Orders in stock for the month 
of March. The list should then be hied with the Memo. 

Note. — I f the list of Indian Postal Orders sold or the Abstract fit Payments of Indian 
Postal Orders for any month, is nuL luceivoil m sufficient tunc to admit of their heme; audited 
before the preparation of the Clasnihed Abstracts, the mdit Oi debits appealing in the Cash. 
Account should be taken to the suspense head 1 Credit - ^usjieiided " or Dehit suspended as 
the case may be 


Audit. 

Audit of the list of Indian Postal ()rde/i> sold. 

618. On receipt of each list, the total should be checked with the credit 
afforded in the monthly cash account of the Head Postmaster and the calcula- 
tion of the value of each class of orders sold should be verified. The value 
and the commision should be classified under “ Indian Postal Orders ” and 
" commission on Indian Postal Orders The former head is opened under 
“ Deposits ” while the latter is opened in Abstract * B — Mis;: ellaneous Reve- 
nues J under k Postal Receipts — Receipts on account of Money Orders and 
British Postal Orders, etc.” 

619. Short or excess credits exceeding annas two in the cash account, 
of the value of Indian Postal Orders sold should be held under objection and 
adjusted thus : — 

The correct value should be credited to the proper head and (a) the amount 
short realised debited to " Advances Recoverable ” m the accounts, ( b ) the 
amount realised in excess should be credited to “ Fees and Other Receipts — ■ 
Other items ” in Abstract ‘ k B. I. — Miscellaneous Revenue ” and entered m the 
inner column of the Objection Book. The items should be removed from the 
Objection Book on credits on account of (a), and debits on account of ( b ) 
being traced. In case of (6), if a refund cannot be made within a reasonable 
time, the amount will be removed from the Objection Book with the remarks 
** Removed, purchaser not traceable 

Differences in the Indian Postal Order accounts of sums not exceeding 
two annas on account of oveT-credits and short-credits or short-payments 
and over-payments should be treatd in the manner laid down under the head 
“ Objections ”, vide Article 626. 

Audit of the Abstract of Payments of Indian Postal Orders . 

620. The paid lists or abstracts of payments should be examined to 
see 

(a) that every entry in the Abstract of Payments is supported by paid 
orders to that value. If a paid order is not received with the 
list and its absence is not explained against the entry in the*list. 
it should immediately be called for by telegram ; 
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(6) that the full face value phis the value of the Indian Postage Stamps 
{not e/c eediny three in number), if any, affixed to the face of the 
orders to make up broken amount, agrees with the entry against 
the respective denomination in the Abstract of Payments ; 

(e) that the total value of any individual order including the value of 
the Indian Postage stamps affixed to the order does not exceed 
Rs 10 , 

(d) that the total value of the Indian postage stamps affixed to the 

orders for making up broken amounts, agrees with the total 
shown in the abstract of payments , and 

(e) that the total amount paid as per Abstract, agrees with the charge 

in the monthly cash account. 

Note. — TIiq \alue of an Indian postage stamp for less than an anna affixed to Indian 
Postal Orders is not payable (vide Rule 402/18 of the Posts and Telegraphs Manual, 
Volume VI.) 

621. The paid orders should be further examined in detail in the following 
manner : — 

(a) If the amount is paid to a person other than the payee named in 
the Indian Postal Order, the sanction of the competent authority 
[the Postmaster-General or the Superintendent of Post Offices, 
as the case may be, vide Rule 52/1 (I) and Rule 127 (B)(1) of the 
Posts and Telegraphs Manual, Volume VTII] for payment, 
should invariably accompany the order and the number and 
date of sanction should be quoted on the paid order. 

(i>) If the order is not genuine, or if the amount has been altered, or 
if it has been cut, defaced, mutilated or bears erasures or altera- 
tions or otherwise irregular, the amount thereof should be placed 
under objection under “ Advances Recoverable ” and the Post- 
master asked to recover the amount from the party at fault ; 
the order should not be included in the return of Indian Postal 
Orders paid to be submitted to the Delhi Audit Office. If it was 
payable at another office, it bears the endorsement “Payee 
known to me*’ signed by the Postmaster. 

(r) In case the extra commission be not realised on an order paid after 
three months or if realised by short charge in the list of Indian 
Postal Orders paid, the order should be returned to the Post- 
master with instructions to have Indian postage stamps for the 
amount equivalent to the commission affixed on the back of the 
order and to re-submit it to the Audit Office. In such coses 
the full amount of the order should be placed under objection 
as “ Advances Recoverable 

c (tf) The stamps affixed for making up broken amounts should be defaced 
in the Audit Office, and if they are affixed elsewhere than in the 
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space provided for the purpose on the face of the order, their 
value should bo recovered from the Postmaster concerned. 

Noth.— T he procedure for dealing with the Bhort payments or over-payments 

%yig two annas or ml nuj two annas lias been outlined m Articles BIO and 
626 respectively. 

622 . Indian Postal Orders repaid to the purchaser are treated in the 
same way as orders paid to the payees and are included m the monthly abstract 

• of payments. They should be audited with reference to Rule 402/21 of the 
Posts and Telegraphs Manual, Volume VI. 

623 . If the amount of orders paid or refunded is irregularly charged in 
ithe Schedule of unclassified payments, it should be transferred to the Abstract 
.of Payments of Indian Postal Orders and the irregularity pointed out to the 
Postmaster concerned 

In the case of an Indian Postal Order lost after payment, a certificate of 
payment by the paying Postmaster in the form prescribed in Rule 402/24 

• of the Posts and Telegraphs Manual, Volume VT, together with the Postmaster 
General’s letter of authority for its issue should be accepted as a paid order. 

624 . The total amount of Indian Postal Orders paid (less the amount 
placed under objection and also less the value of the Indian Postage Stamps 
affixed to the Indian Postal Orders) should be classified under the head ** De- 
posits — Indian Postal Orders the total value of the Indian Postage Stamps 
affixed to the Indian Postal Orders being debited to the head e< Deduct — 
Refunds ” under “ I— Joint Receipts (Postal and Telegraphs) 5 in Abstract 
A — Postage and Message Revenue. 

Audit of the Memorandum of unsold Indian Postal Orders . 

625 . The memorandum of unsold Indian Postal Orders in stock in Post 
-Offices received with the monthly lists of sales, should he checked by the 
auditor to see that the opening balance corresponds with the closing balance 
■of the previous month. He should also see that — 

(t) the supply received, if any, agrees with the entries in the Stock 
Register (vide Article 613), he will then fill in the column pro- 
vided for “ Entries to be made by the Audit Section ” in the 
register ; 

(ii) the sales agree with the corresponding entries in the list of Indian 
Postal Order sold ; 

(m) the balance of orders shown as in stock under each denomination 
agrees with the total of the numbers shown against the heads 
“ Orders unsold in Head Office ” and c< Orders unsold in Sub- 
offices ” under that deno min ation. 

After an arithmetical check, the memorandum together with the sale 
list should be filed with the cash account. 

Objections. m 

626 . The procedure for raising, communicating and adjusting objections 
•detected in the course of audit and maintenance of objection hooks, etc., is 
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the same as laid down m Chapter 20 of Posts and Telegraphs Audit Code,, 
Volume I (General Audit Code). 

Diilercnces m the Indian Postal Order accounts of sums not exceeding two* 
annas on account of over-credits and short-credits or short-payments and 
over-payments need not he included m the Objection Book. They should 
nevertheless be included in the Objection Statement with a warning to the 
Postmaster to avoid such irregularities in future. Over-credits or short- 
payments on Indian Postal Orders not exceeding two annas should be noted 
in a register m Form A. G. P. T.-414 for each Postal Circle and the total amount 
adjusted by monthly transfer entries to the credit of “ Pees and other receipts 
— other items” in Abstract B — Miscellaneous Revenue by debit to ‘Deposits 
— Indian Postal Orders \ Short-credits or over-payments on Indian Postal 
Orders should be noted in a separate register in Form S. Y.-265. The total* 
amount should be adjusted monthly by debit to * Abstract J — V. — Miscella 
neous Postal Expenses, Losses, etc., written off — Irrecoverable Over-payments’ 
and credit to ‘Deposits — Indian Postal Orders 5 . The two registers should* 
be submitted monthly to the Gazetted Officer in charge through the Senior 
Accountant for review. If these mistakes occur frequently in the accounts 
of any one Post Office, the Postmasters special attention should be drawn 
to them and a report should be made to the Head of the Circle requesting 
him to take suitable notice of the Postmaster’s carelessness. 

Miscellaneous. 

Indian Postal Orders lost or stolen from the stock of a Post Office. 

627. On receipt of reports of loss or theft of Indian Postal Orders in the 1 
Delhi Audit Office from Postmasters ( vide Rule 402/13 of the Posts and Tele- 
graphs Manual, Volume VI) or from an Audit Office, the bundles of the Indian 
Postal Orders paid should be examined to see whether the missing orders 
have been paid or received as spoilt or unclaimed. If not, the fact should be 
brought to the notice of the heads of the Circles so that the latter may issue 
instructions to all Postmasters prohibiting their payment. 

628. If payment of any such missing order or orders is traced, the order 
or orders should he examined and forwarded to the Head of the Circle for 
an investigation of the fraudulent payment, placing the amount under 
“ Advances Recoverable ” in the Objection Book. 

629. Sums recovered from the postal official responsible for the loss of the 
missing orders are credited by Postmatsers as “ unclassified receipts 55 and. 
should be brought to account under “ Fees and other Receipts — other items 99 
in Abstract B. I. — Miscellaneous Revenue — Missing Indian Postal Orders* 
should continue to be shown in the Btook until the Head of the Circle concerned 
after making necessary enquiry and being satisfied about the loss of orders, 
forwards a final report to the Home Audit Office, which will then direct the 
Postmaster concerned to remove the orders from his stock, by an entry in recK 
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ink in his list of Indian Postal Orders sold without including the value of the 
orders in the total of the list. No write-off of value is necessary. 

Disposal of the 4 Spoilt ’ and * Unclaimed ’ Indian Postal Orders received from 

Pastmastcrs , etc. 

630. Spoilt and unclaimed Indian Postal Orders when received in the 
Audit Office, either from Postmasters or fro u any other source, must be 
treated as valuables and made over to the section concerned through the 
register of valuables kept in the Record Section. (Tiny should reach the Audit 
Office in separate registered covers marked fck important ” in red ink, and 
when this is not the case, the irregularity should be brought to the notice of 
the sender). 

631. If the serial and consecutive numbers of the orders returned by 
Postmasters are detailed in the letter accompanying them or m a separate 
invoice, the orders should be checked with the entries in the letter or the in- 
voice and an acknowledgment (in the prescribed form) signed by tho Gazetted 
Officer in charge, sent to the Postmaster. If no details are given in the letter 
or no invoice is received, a suitable list should be proparod in manuscript 
and the omission pointed out to the Postmaster. 

632. Spoilt Orders received either with the list of orders sold or otherwise 
should be entered m a manuscript register m the form prescribed below which 
should be submitted to the Gazetted Officer for orders and attestation of the 
entries made therein. If the reasons stated by the Postmaster for treating the 
orders as 4 spoilt’ are found by the Gazetted Officer to be satisfactory, the 
orders should be forwarded to the Delhi Audit Office with a covering memo- 
randum which should be enclosed in a separate service envelope, registered 
and superscribed “ Important ” in red ink, the number and date of the for- 
warding memorandum being cited in the last column of the register referred 
to above. Cases which reveal carelessness or rough handling of orders in Post 
Office or where the explanation of Postmasters treating the orders as 4 Spoilt * 
is not satisfactory, should be reported to the Head of the Circle concerned. 


Register of Spoilt Indian Postal Orders * 


Date 

of 

receipt 

Prom 

whom 

received. 

Serial No. 

(with 
index No 
and loll . r) 
of OnL'ii 

i 

i 

How 

Spoilt. 

Value. 

1 

i 

i 

Account- 

ant’s 

remarks, i 

Gazetted 

Officer’s 

orders. 

i 

No. and 
date of 
Memo, 
forward- 
ing the 
order 
to the 
Delhi 

A. 0. 


1 





i 

• 


M1IP&T b 
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633. The spoilt orders when received in the Delhi Audit Office are entered 
in the register of valuables kept in the Record Section and made over to the 
Indian Postal Order clerk under his initials. The Indian Postal Order clerk 
then enters them in a manuscript register in the following form and places 
them in their proper places in the bundles of paid orders. The date on which 
orders have been so placed should bo noted against the respective serial num- 
bers in column 5 of the register. The Register should be submitted to the 
Gazetted Officer for review every Monday. 


Register of Spoilt Indian Postal Orders . 


1 


i ! 1 

[ rimed in paid bundles 


No. and date 


Serial 


1 by nit on 


of the 


No (with 



| 


memorandum 


index 


Initials 

i 


'ftjth which 

From whom 

number 

Value. 

of the i 

1 


the Indian 

received. 

and 


I P 0. 



Postal 


letter) 


clerk 

Date. 

.Remarks. 

Orders 


of tlio 





leccived 


order 





I 


3 

4 

5 

e 

7 


i 

1 

i 

: i 

1 

1 





634. Unclaimed orders received in the Audit Offices should also be entered 
in a manuscript register in the following form and submitted to the Gazetted 
Officer along with a forwarding memorandum addressed to the Deputy Ac- 
countant General, Posts and Telegraphs, Delhi, duly kept in the register. The 
Gazetted Officer will attest the entry in the register and sign the memorandum 
which along with the unclaimed orders should be despatched to the Delhi 
Audit Office in a service envelope, registered and superscribed “ Important 
in red ink. The number and date of the forwarding memorandum should 
be noted in the si Remarks CJ column of the register. 

Register of unclaimed Indian Postal Orders. 
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£635 — 636* 


635. Unclaimed orders received m the Delhi Audit Office from other 
Audit Offices as well as from the Head Post Olliers, etc., under its qw n jurisdic- 
tion are entered in the manuscript r* gistcr m the following form and sub- 
mitted to the Gazetted Officer for attestation of the entries in the register. 
The orders are kept in the safe for Indian I'osfcd OnffiN in stock n-parat-ly 
for each denomination in s pamte bundles according t > the months of issue 
for six months, counting from the last dot* of the n ot-th of lime and then 
placed in their prop* r place s m the bundled of pi id oidcn if not chimed during 
this period, the fact belli*., not**d m th* regi,t m r< i'*n\ u v* above in.d r the 
initials of the Indian Postal Order clerk. Tie 1 onL n should be ivm>ppm ,ii dv 
marked in red ink ,l Unclaimed forf it -d to G nvm'ucut ” und* r th* ieiti.ds 
of the Gazetted Officer and tin- f nlo ring auj«i,itou;it -nude by a monthly 
transfer entry : — 

Dr. "Deposits -Indue. Postal Orders”. 

To " Abstruc.t 4 B '-*Miv',clle:iemu rffinuums, Fees and Other 
receipts — other lie 'ms *\ 

Vrjistvr of mchi'inkvi Indian Postal Orders. 



i i 


; Placed in 
' pa d bundles 
I by iae un 



I 


Monthly statements of Indian Postal Unit rs pud. 

636. The Audit Section concerned in each Branch Audit Office should com- 
pile for each circle separately, a statement of Indian Pos1al0rd.es paid in Form 
No. A. G. P. T,-48o and make it over to the statement group of the office 
together with the paid orders classified under the head 4fc Indian Postal 
Orders paid 35 duly arranged according to the serial number of each series 
and for each denomination separately. Before making over the statement 
£ 'the statement group, the total of the statement must be proved by the 

2n 
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INDIAN POSTAL ORDERS. 


[Chap. 8. 


Accountant in charge of the Audit Section who should see that the total value 
of payments (excluding the value of postage stamps affixed to the Indian 
Postal Orders) is correct with reference to the face value of the total number 
of the Indian Postal Orders paid , and agrees with the booked figures and mark 
the statement “ agreed with Detail Book ” under his initials. 

687 The Statement group should prepare a consolidated statement (in 
Form A. G. P T.-483) showing the total value of Indian Postal Orders paid 
for all the Postal Circles under the jurisdiction of the Audit Office and arrange 
the paid orders for all the postal circles together according to the serial numbers 
and index number and letter of each senes for each denomination separately. 
The statement together with the arranged paid orders should, after effecting 
agreement of the figures m the former with the debits in the detail book, be 
despatched to bhe Delhi Audit Office on the 27th of the month following that 
to wliich the statement relates. 

638. The Audit Office should be careful to see that every paid order the 
value of which is included in the statement is sent to the Delhi Audit Office. 
When it is found absolutely necessary to detain a paid order on any account, 
its amount should not be included in the statement of paid orders until the 
order is actually despatched. The amount of the order so detained should he 
placed under objection under cc Advances Recoverable”. When the value 
of the order is subsequently included in the statement and actually des- 
patched, its face value should be debited to the head “ Deposits— Indian Postal 
Orders ” and the value of the Indian postage stamps (if any) affixed thereto to 
the Head “ Deduct — Refunds” under “I — Joint Receipts (P. & T.) ” in 
Abstract A. — Postage and Message Revenue, by credit to the head 
<e Advances Recoverable 

639. In the Delhi Audit Office, the statements received from Branch 
Audit Offices should be entered in the register of valuables kept in the Record 
Section and made over to the Indian Postal clerk together with the Paid 
orders. The Indian Postal Order clerk should count the paid orders and tick 
off the numbers entered in the statement under each denomination. The 
statement should be marked “ checked 55 under the initials of the Indian Postal 
Order clerk and filed under the orders of the Gazetted Officer. 

640. The paid orders received from the Branch Audit Offices and those 
paid by Post Offices in the jurisdiction of the Delhi Audit Office should be 
arranged together for the whole of India and Burma according to the serial 
numbers of each series of the index number and letter for each denomination 
separately. This work should be completed by the end of the second month 
following the month to which the Indian Postal Orders paid relate. The paid 
orders should then be kept in an Almirah in separate bundles for each denomi- 
nation serially arranged irrespective of the month of payment. 

641. Soon after the Indian Postal Orders paid during March have been 
arranged in bundles in the manner indicated in Article 640, each bundle shoufif 
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be examined by the Indian Postal OrdeT clerk and the Indian Postal Orders 
running in unbroken consecutive numbers, segregated in separate bundles for 
each denomination for destruction after one year, e.g., the bundle of Ee. 1 
denomination contains paid orders from I to 1206, 1210 to 1599, 1620 to 1650 
and so on. The paid orders from 1 to 1205 should be separated for destruction 
and as soon as the wanting paid orders, viz., 1207 to 1209 are received the paid 
orders up to 1598 should be transferred to the bundle prepared for destruction. 
Before destroying the Indian Postal Orders they should be entered in a register 
in the following form and orders for destruction obtained from the Deputy 
Accountant General. 


Denomination. 

Serial Number. 

Dato of Destruction. | 

1 

Initials of G O 






Verification of stock. 

Central Stock. 

641-A. The Central Stock of Indian Postal Orders should be verified 
annually by a Gazetted Officer of the office of the Deputy Accountant General, 
Posts and Telegraphs, Delhi, who is not connected with, the work relating to 
the stock of Indian Postal Orders with the help of 3 or 4 auditors. This veri- 
fication will generally be done in July when the balance is at its lowest. 

A certificate of completion of the verification should be sent to the 
Accountant General, Posts and Telegraphs, within a week after the verifica- 
tion. The office of the Accountant General, Posts and Telegraphs, should 
watch that the certificates showing no discrepancies should be filed immediately 
while those showing discrepancies should be filed only after the discrepancies 
are settled. 


Audit Office Stock . 

642. On the last day of each month, the stock of Indian Postal Orders in 
the Branch Audit Offices should be verified by the Gazetted Officer in charge 
with the balance shown in the Stock Eegister which will be initialled by hina. 

643. In addition to the usual monthly verification, an independent verifi* 
cation of the stock of Indian Postal Orders in the Branch Audit Offices should 
also be carried *out annually on the 31st March each year either by the Deputy 
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Accountant General himself or by one of his Gazetted Officers other than 
the Gazetted Officer in charge of the stock and a certificate to that effect for- 
warded to the Accountant General, Posts and Telegraphs, so as to reach his 
office by the first week of April. The office of the Accountant General, Posts 
and Telegraphs, should watch that the certificates are received by the due 
date. Certificates showing no discrepancies should be filed immediately while 
those showing discrepancies should be filed only after the discrepancies are 
settled 


Stock m Post Offices. 

644. At the time of inspection, Superintendents and Inspectors of Post 
Offices are required to send to the Audit Office a memorandum showing the 
balance at the end of the month preceding his visit, subsequent receipts and 
sales up to the date of visit, and the balance in stock on that date, with a 
certificate that the stock and accounts were found to agree,, vide clause (4/1) 
to Rule 239 of the Posts and Telegraphs Manual, Volume VIII. The memo- 
randum should be checked with the return of the corresponding period received 
from the Post Office, any discrepancy being reported to the Head of the 
Circle. 
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Introductory. 

645. Tie rules for tie assessment and realisation of customs duty on 
Postal parcels and letters (boti inward and outward) will be found in Chapter I 
of tie Posts and Telegraphs Manual, Volume VI. Tie rules for tie account- 
ing of customs duty realised at Post Offices are given in Chapter 8 of tie Posts 
and Telegraphs Initial Account Code, Volume I. 

Inward Foreign Mail Articles. 

646. Letter Mail articles and postal parcels are received for delivery in 
India from foreign coun ries with which arrangements exist for their exchange. 
These articles and parcels are called inward foreign mail articles and inward 
foreign parcels. They are received only through certain offices called the 
offices of Exchange, which are located at Bombay, Calcutta, Madura, Karachi, 
Madras, Negapatam, Pondicherry and Chittagong. 

Articles of the Letter Mail posted in Kathiawar addressed to places m Sind, 
Punjab, Rajputana, Gujrat and the Ahmedabad District are received at Viram- 
gam for Customs examination. The Customs transactions of the Viramgam 
office are incorporated in the accounts of the Bombay Office of Exchange. 

647. As the inward foreign parcels and articles of Letter mail may contain 
dutiable articles, their contents are examined by the Customs Department 
before they are transmitted by the offices of Exchange to their destination* 

( 255 ) 
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In the matter of the clearance of articles through the Customs and the realisation 
of the amount of Customs duty from the addressees, the Indian Post Office acts 
as an agent of the Customs Department and receives as fee for its services a 
commission of 3 per cent, calculated on the total customs duty realised through 
the Post Office vide Article 297 of the P. & T. Account Code. The department 
also gets co mmis sion at the rate of 3 per cent, on the net sale proceeds of 
abandoned inward foreign parcels returned by the offices of exchange to 
Customs Department. 

The rules governing the procedure relating to the assessment of articles to 
Customs Duty are contained m the Foreign Post Manuals, Volumes I and II. 

648. From 1st October 1930, the audit and accounting work in connection 
with Customs Duty and other charges realised by the Post Offices on inward 
foreign parcels and articles of Letter mail has been centralised and is conducted 
by the Deputy Accountant General, Posts and Telegraphs, Nagpur, on behalf 
of the Accountant General, Posts and Telegraphs. The amount of Customs 
Duty and other charges are recovered in cash on delivery of parcels 
and articles and credited in the accounts of the Post Office under the head 
“ Customs duty receipts In the case, however, of Indian States which have 
been authorised to use Service Postage stamps, and of all Government officials, 
the practice hitherto followed of paying Customs Duty by means of Service 
Postage stamps has been allowed to continue. 

649. The amount of Customs Duty levied on dutiable articles is claimed 
by the Civil Department on the basis of the amount assessed by the Customs 
authorities and not on the actual amount realised by the Post Office on 
delivery of the articles. The duty of audit consists, therefore, in seeing that 
not only the Customs duty assessed on each article is correctly recovered from 
the addressees and accounted for hy the offices of delivery but also that the 
P, & T. Department gets a write back of customs duty from the Civil Depart- 
ment in respect of: — 

(i) articles assessed to duty but subsequently redirected out of India or 
returned as undelivered, 

<*) articles intercepted and destroyed by the Postal authorities owing 
to prohibition of their transmission by inland post ; 

(Hi) articles assessed to duty but subsequently revised before delivery 
to the addressees ; 

(w) articles assessed to duty but subsequently found to be un de liver- 
able and treated as abandoned on receipt of instructioiis from the 
Benders. 
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Returns due and dates tor their submission to Audit. 

650. The following accounts of Customs Duty transactions are rendered 
to the auduit office. 


Description of return. j 

By whom rendered.! 

Whether submit- 
ted weekly or 1 
monthly 

Date of submission. 

(a) Parcel Bills 

j 

Office of Exchange 

i 

Weekly 

By the end of the corres- 
ponding week of the 
month following that 
to which the bills re- 
late 

(6) Letter Mail Register 

Do 

Do 

Do. 

(c) Customs Bills (with 
statement of adjust- 
ments and write-back 
lists) 

| Do 

i 

Monthly 

i 

25th of the month follow- 
ing that to which the 
bills relate 

(d) Schedules of Customs 
Duty with Parcel 
Receipts and Assess- 
ment Memos. 

Head Office 

i 

Do 

10th of the month follow- 
ing that to “which the 
schedules relate. 


Note — -The Parcel Bills of the Pondicherry and Chittagong Offices and the Letter Mail 
Register of Calcutta Office of Exchange are received monthly 


Due Dates for completion of Audit. 

651. The due dates for completion of the audit of Parcel Bills, schedules, 
etc., are as follows : — 


Item of Work. 


When due for completion. 


(a) Audit of Parcel Bills, Letter mail Register and Customs 

Bills 

(b) Audit of Schedules of Customs Duty 

(c) Credit check . . . , 

( d ) Check of write-back lists 

(e) Chock of Duty Prepaid Parcel Bills and detailed 

statements. j 


25th of the second month follow- 


ing. 

10th of the second month follow- 


ing. 

25th of the third month follow- 
ing. 

25th of the second month follow- 


ing. 


Do. 


Audit of the Parcel Bills Letter Mail Registers, Statement of Detained articles 
Abstracts ard Customs Bills. 

652. The inward Foreign Parcel Bills and Letter Mail Registers, etc., 
are received in the Record Section and made over to the Customs Duty Sec- 
tion through a transit register. These bills and registers show among other 
particulars required for the purpose of assessment : — 

( i ) The name and address of the addressee. 

{ii) Local Number, 

(Hi) Amount of Customs Duty. 
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The total of each page of the Parcel Bills and Letter Mail Registers 
shown on the bilJs as well as in an abstract in Form No. F.P.-29, which is 
prepared separately and submitted with the Parcel Bills, etc. 

653. On receipt of the Parcel Bills, etc., in the section, they should be 
made over to the machine operator who should check the totals given in each 
page and agree the same with the amount shown in the abstract, the total of 
which should, m its turn, be also checked. The operator should note down the 
errors m the totals in a register showing the irregularities detected by the 
■Machine operator and mark the bills as checked under his initials with date. 

After this work is completed, the documents should be made over to the 
Parcel Bill clerk who should verify in lump the total of the abstract with the 
total gross amount claimed in the Customs Bill. If in the course of agreement 
any discrepancy is noticed, the Parcel Bill clerk should locate the difference and 
issue a communication in Form No. A. G. P. T.-479 to the Postmaster. An 
^objection statement should be issued only when it is found on receipt of a 
reply to the communication that the mistake affects the amount claimed m the 
Customs Bill. The fact of agreement should be recorded on both the docu- 
ments under the initials of the Parcel Bill clerk with date. 

654. After the audit is over, the Parcel Bills, etc., should be arranged ac- 
cording to the serial order of tlie Local Numbers and stitched together in parts 
of convement size inside a wrapper and docketed . The docket should show the 
name of the office of Exchange, the month of assessment, the number of the 
volume and the first and last local Number. The correctness of the last local 
number of the month should be verified by reference to the Number shown by 
the Offices of Exchange on the first page of the Parcel Bill of the following 
month. There should he no break in the series of numbers. If there is a break, 
the irregularity should be pomted to the office of Exchange through the 
half-margin Memorandum of Customs Duty irregularities in Form A. G. P. T.- 
479. The checker should see that the date stamp of the office of Exchange is 
impressed on the right hand comer of the Parcel Bills and that the Parcels and 
articles assessed to duty in a different month are not included in the Parcel 
Bills, etc., under check. The checker should mark the document as checked 
under his initials with date. 

655* The Customs Bill shows the total amount of Customs Duty assessed 
during the month as shown in the Parcel Bills, Letter Mail Registers, etc., in 
addition, it also contains ‘ c deduct and “ adM ” ^rHiiq-h^pn+a on account of 
the discrepancies of the previous month, the '■.'!■ •-bits of Customs 

Duty and the customs duty assessed on parcels and Letter Mail articles of the 
(previous months which were detained for later customs examinations. The 
net amount of the Customs Bill is debited to the Post Office m the Exchange 
Account with the Civil Accountant General of the Province in which* the office 
•of Exchange is situated. 
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The Customs Bills are adjusted as follows : — 

The net amount of the Bills are ad] listed by debiting “ Advances Recover- 
able Customs Duty on Iawir.l Foreign mail Articles ' .ml crediting (a) 
“ Exchange Accounts between Civil and Posts and Telegraphs ” Account 
between 

( i ) Accountant General, Bombay and tlic J). A G 1* A T In the case nf Customs Bills 

Nagpui — Items adjustable by P. & T Miscellaneous of Bombay Oftice of 

exchange. 

(ii) Comptroller, Sind and the D A G. P. & . T Nagpur — Do. of Karachi 

Items adjustable by 3? AT Misa Unneoub. 

{Hi) Accountant General, Bengal and the P A G. r V. A T Do. of Calcutta and 
Nagpur — Items adjustable by P. A T. M sccllaneous Chittagong. 

and (6) ht Posts and Telegraphs Remittances Madras Audit Office ” in the case 
of the Customs Bills of Madras, Madura, Negapattam Offices of Exchange. 

Note. — As the amount of Customs Bill of Pondicheiry office of Exchange i* paid m cash to 
the Customs Department, the Customs Bill of that oilice is adjusted only on receipt of the Advice 
of transfer from the Deputy Accountant Goneial, Posts and Telegraphs, Madras, by deb ting 
“Advances Recoverable Customs Duty, etc.” and crediting “Posts and Telegraphs Re- 
mittances Madras Audit Oflieo ” 

The amounts deducted from the Customs Bills on account of wntesffiack 
of debits of Customs Duty are adjusted by debiting “ Advances Recoverable 
Customs Duty on Inwards Foreign Mail Articles ” and crediting “Deposits — 
Refund of Customs Duty on Inward Foreign Mail Articles 5 ' and the writes 
back lists made over to the auditor in charge of write-back statement and his 
acknowledgment obtained. The amounts added to or deducted from the 
Customs Bdl on account of discrepancies should be adjusted to the adjusting 
heads of account, viz,, “ Deposits — Short Debit or Excess recovery on account 
of Customs Duty Realisation ” and “ Advances Recoverable — Excess Debit 
or Short recovery on account of Customs Duty Relisation.” The Adjustment 
sheets should be made over to the objection Book Auditor under receipt for 
further action. 

656. After the completion of the audit of the parcel Bills, Letter Mail 
Registers, etc., and the Customs Bills, the totals of the Parcel Bills, Letter Mail 
Registers, Statements of Detained Parcels and articles and the amount of 
Customs Bills should be entered separately for each office of Exchange in a regis- 
ter showing the reconciliation of Parcel Bills, etc. with Customs Bills. The 
action taken for the difference if any, should be noted in the register. The 
register should bo submitted to the Gazetted Officer through the Accountant 
for review on the 25th of every month. 

857. The gross amount of the Customs Bill, amount of writes-back of 
Customs Duty and the net amount claimed by the Customs Department should 
be entered in a register and the month in which the Customs Bill is adjusted 
should be noted in the column provided for the purpose in the register. This 
register should be submitted to the Gazetted Officer through the Accountant 
for review on the last day of each month. 



260 


CUSTOMS DUTY ON POSTAL PARCELS, ETC. [Chap. 9* 


Audit of Schedules of Customs Duty. 

668. Each Head Post Office will submit to the Nagpur Audit Office direct 
a schedule in form No. A. C. G. 90 called “ Schedule of Customs Duty and 
otheT charges ” realised m cash on inward foreign parcels and articles of letter 
mail. All the schedules are due to be received on or before the 10th of every 
month. Even when there are no recoveries of Customs Duty, etc., in a month 
" nil 5 ’ schedules will be received. The schedules when received will be trans- 
ferred by the Record Section to the Customs Duty section through a transit 
register under receipt. In case the schedules are not received in time, the 
auditor, Schedule Check Group should issue telegraphic calls foT the same. 

659. The Schedule contains details of the date of the recovery of Customs- 
duty, the local number, the name of the addressee, the amount of Customs 
duty, etc The money columns of the Schedule are totalled daily and the total 
is transcribed m the Abstract of daily totals which accompanies the schedule. 
The parcel receipts and asessment memos accompany the schedules arranged 
in the order of the entries in the schedules and according to the month of assess- 
ment to which they relate. 

660. The examination of the Schedules is conducted in three stages, 
namely — 

( i ) the arranging of parcel receipts and assessment memos, in suitable 

batches, 

(ii) the totalling, by machine, of the amount of Customs Duty as shown 

on the parcel receipts and assessment memos , and 

(Hi) the reconciliation in lump of the totals of the schedules with total of 
parcel receipts and assessment memos, as obtained on the machine. 

Arranging* of Parcel receipts and assessment memos. 

661. On receipt in the section, the auditor will make over the schedule 
with bundles of Parcel receipts and assessment memos, and Abstracts to the 
arranger through a distribution register under receipt. The arranger should 
arrange the Schedules and the bundles of the Post Offices in a Postal Circle 
alphabetically and then separate the schedules and the bundle of receipts and 
memos, of the different months of assessment. He should in the course of 
arrangement issue calls for wanting schedules or bundles of receipts and memos. 
He should group the receipt and memos, in convenient batches of hundreds 
each, separating slips being used to prevent the different batches being mixed 
up. Any irregularities noticed by him in the preparation of schedules and 
receipts and memos, should be communicated to the Postmaster through, the 
printed Half Margin in use— Form No. A. G. P T.-479. 

r 662. When the arranging of receipts and memos, is completed the arranger 
should place a slip (Form No. A. G. P.T.-489) showing the office of delivery, 
month of assessment, month of recovery and the number of receipts and memos, 
on the top of each bundle containing not more than 1,000 vouchers, the 
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number of receipts and memos, in each, bundle bemg ascertained by actual 
-count. The schedules and abstracts should be made over to the auditor for 
safe custody so that the machine operator may not have access to them. 
The arranger should prepare a consolidated statement showing the number of 
Parcel receipts and Assessment memos, m each bundle for each circle. A 
separate statement should be prepared for each month of assessment. The 
entries m the memo, will be made from the details on the slips kept on the 
top of the bundles. The bundle of receipts and memos, should then be made 
over to the machinist. 


Totalling by machine. 

663. On receipt of bundles of arranged receipts and memos the machine 
operator will proceed to total the amount of Customs duty as shown on the 
receipts and memos. Whenever a separating slip is reached or the last batch 
in a bundle is finished the machine should be stopped and the totals as recorded 
therein should be noted on a piece of paper of convenient size. The local 
number borne by the first and last receipt or memo, should be noted against the 
total to facilitate reference by the reconciler. 

664. The Machine operator should bring to the notice of the auditor all 
cases in which the month stamp of assessment is absent, memorandum of Customs 
Duty realised on outward foreign parcel has been misdirected, there is defective 
and incomplete preparation of duplicate receipts and memos and disarrange- 
ment of receipts and memos, by the arranger. 

665. The auditor should notice these irregularities to the offices concerned 
using the printed Half Margin Memoranda Form (No. A. G\P. T.-479). 

The bundles of receipts and memos, with the slips containing the machine 
totals should then be made over to the reconciler. 

RECONCILIATION. 

666. On receipt of bundles of receipts and memos, together with the slips 
showing machine totals, the reconciler should first compare these totals with 
the totals shown by the Postmasters in the Abstracts and note the discrepancy, 
if any, in red ink in the slips prepared by the operator. The items that are 
reconciled should be ticked off in the Abstract in token of check. 

667. The reconciler will then settle the discrepancies between the opera- 
tor's total and the Abstract total which are generally due to the reasons noted 
below : — 

(i) Excess totals by the operator over the Postmaster's totals are due to — 

(a) Payment of Customs Duty, etc., by affixing postage stamps instead 
of in cash. In these cases the operator will include ^ic 
amounts in his totals while there will be no corresponding 
credit in the schedule. 
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(6) Inclusion in the machine total by the operator of certain receipts 
and memos, though received along with the schedules do not 
relate to the month of recovery under audit. 

(c) Short credit in the schedule sin respect of any particular receipt or 

memo. 

(d) Mistakes in totals made by the Postmasters m the Schedules. 

^ (c) Mistakes in the total made by the machine operator. This may 

be due to bad operation or to indistinct or illegible figures or to 
nus takes in singling out the amount of Customs Duty from 
other items of recoveries shown on. the receipts and memos. 

(/) Wrong posting by the Postmasters of the amount of Customs 
Duty in the column for postage, etc. 

(n) Shortage in operator’s totals are due to — 

(a) Wanting receipts or memos. 

(b) Adj ustment of short realisation of Customs Duty in the Schedules 

instead of showing it as an item of unclassified receipt, 

(c) Mistakes in totals made by the Postmasters. 

(d) Mistakes in totals made by operator. 

(e) Excess credit in the Schedules in respect of any particular receipt 

or memo. 

(/) Wrong posting by the Postmasters of the amount of postage, etc., 
in the column for Customs Duty recoveries. 

(Hi) Discrepancies, short or excess, may also occur on account of mis- 
arrangement of receipts and memos, by the arranger. Such 
discrepancies are generally settled with the corresponding excess, 
or short total m some other batch or batches. 

668. After noting the discrepancies the reconciler should locate the 
mistake, ascertain its nature and then compare the entries in the Schedules 
with the relevant receipts and memos, in respect of the batch in which there is 
a discrepancy. In this way the discrepancies should be settled. The short or 
excess totals by the Postmasters or by the machine operator can be settled by 
checking the totals of the schedules by mental process. The manner of settle- 
ment of each discrepancy should be noted on the reverse of the relevant manu- 
script slip prepared by the operator. 

669. In addition to reconciling the discrepancies, the reconciler is required 

_ s 

(a) prepare check slips for wanting receipts or memos, and issue calls for 
the same ; 
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( b ) notice erroneous addition of arnuunt of Customs Duty in the 

Schedules of Customs Duty in adjustment of discrepancies; 

(c) note in cases of excess or short credit on the parcel receipt or 

memo concerned, the actual amount credited in the schedules for 
the guidance of the credit checker , and 

(i d ) make over receipts aad memos, bearing postage stamp > inpayment 
of Customs Duty to the auditor for purposes of making necessary 
account adjustment, receive them back and keep them in the 
bundle. 

670. The auditor should fully review the work of reconciliation. Tie 
should also check daily m detail live items of discrepancies noted by the 
reconciler and enter the same in the review register kept by him. 

671. After the Abstracts have been agreed with the operator’s slips as 
detailed above, the reconciler should consolidate the figures < f all post offices 
in each Postal Circle in Form No. A. G.P. T-4SG, classilied according to differ- 
ent months of assessment. The auditor should record a certificate of agree- 
ment of the figures for each ciicle with the amount actually credited in the 
accounts. In the case of Home postal Circles, the Postal Accounts Sections 
of the office will send to the Customs Duty Section on the 25th of every month, 
statements showing the amount of Customs Dmy and other charges credited 
in the cash Accounts. In the case of Foreign Postal Circles, similar statements 
will be received from the Delhi, Calcutta and Madras Postal Audit Offices by 
the 30th of the month following that to which the recoveries relate. 

672. As all the transactions relating to the realisation of customs duty and 
other charges are adjusted in the books of the Bombay Circle, the auditor 
should make the following clearing transfer entries monthly in regard to the 
recoveries effected in the Sind and Baluchistan and Central Circles as communi- 
cated by the Postal Account Sections. 

Dr. 

Transfers within the Postal and Telegraphs Circles under the jurisdiction 
of the same Audit Office. 

(1) Posts and Telegraphs Remittances 

To Cr. 

Advances Recoverable — Customs Duty on inward foreign Mail Articles. 

He should make the following adjustments in respect of the statement of 
recoveries received from other audit offices. 

Dr. 

Transfers to Posts and Telegraphs Circles under the jurisdiction of otW 
audit offices. 
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Posts and Telegraphs Remittances (Delhi, Calcutta and Madras). 

To Cr. 

Advances Recoverable Customs Duty on inward foreign Mail Articles. 

The amount realised on delivery of parcels and Letter Mail articles not 
only represents Customs Duty but also includes other postal fees. It will 
therefore be necessary to transfer the credits on account of postal fees to the 
head “ Abstract A II-Postage and Message Revenue — Postal Receipts— 
Postage realized m cash ” from the head “ Advances Recoverable, Customs 
Duty etc.”, to which it was originally taken. These miscellaneous postal 
receipts are not audited but collected in the Register of classification of 
credits and accounted for separately. 

673. Objection statements, where necessary, should be issued by the 
auditor, schedule check group in respect of discrepancies noticed between the 
audited Abstract figures and the amount credited m the cash Account. 

674. The register showing the classification of recoveries of Customs Duty 
according to different months of assessment should be posted by the auditor, 
Schedule check Group, from the agreed circle compilation sheet mentioned in 
Article 671. The register should be closed monthly and submitted to the 
Gazetted Officer in Charge for review through the Accountant on the 25th 
of the second month following that to which the recoveries relate. 

Sorting of Parcel Receipts ard Assessment Memos. 

675 The work of sorting receipts and memos, is done in five stages. 

First Stage. — Counting receipts and memos. 

Second Stage . — Sorting them according to offices of Exchange. 

Third Stage . — Sorting according to thousand serials. 

Fourth Stage. — Arranging according to serial Local Number of receipts 
and memos. 

Fifth Stage. — Counting, bundling and labelling. 

676. One receipt of the bundles of Parcel Receipts and Assessment memos, 
with the memo, showing the number made over to the Sorting Group the senior 
sorter should verify the number shown on the slip placed on the top of each 
bundle with the corresponding entry in the memo. Form No. A. G. P. T.-487, 
The sorter should verify by actual count the number of receipts and memos, 
noted on the slips. The sorter should then proceed to sort the receipts and 
memos, in the order mentioned above. 

677. After the several stages of sorting indicated above have been gone 
through, the serially sorted receipts and memos, relating to each office of Exchange 
and for each month of assessment will finally be counted by hundreds, placed 
crosswise and bundled, the total number in each bundle being noted on a slip 
in Form (A. G. P. T.-490) placed at the top which (the Form) will show (&) the 



265 


Chap. 9.] customs duty on postal parcels, etc. [678 — 681* 


name of the office of Exchange, (it) the month of assessment, (in) the number of 
receipts or memos, (iv) the month of delivery, and (v) the initials of the sorter. 

678. The total number of receipts or memos , relating to each office of Ex- 
change, as shown on the bundle slips, will then be posted by the Senior sorter 
in a broadsheet. A separate broadsheet should be used for each month of 
assessment. 

The serially arranged bundles for each office of Exchange together with the 
respective broadsheets will then be made over to the credit checking Group for 
audit. The Soiting work should be completed by the 10th of the third month 
following that to which the receipts and memos, relate. 

679. In order to ensure that all the receipts and memos, originally received 
in the Sorting Group have been made over to the Credit Checking Group, the 
auditor in charge of the Sorting group will compare the number of receipts 
transferred and entered in the Sorting Broadsheet with the number entered 
previously in the memo, received from the Schedule Check Group. The 
difference between the two figures will be explained in a separate sheet of paper 
and submitted to the Gazetted Officer in charge for review through the Accoun- 
tant on the 12th of the third month following the month of account. 

680. A progress Report in Form (A. G. P. T.-484) should be maintained for 
the work done by the sorters. The report should be filled in daily hy them at 
the close of the day’s work. 

Audit of the Statement of Writes-back of Customs Duty. 

681. The Customs Duty assessed on Inwaid Foreign parcels and Letter 
Mail articles which have been redirected out of India or returned to the senders 
as undeliverable are written hack by the Customs Department. For this 
purpose, the offices of Exchange prepare monthly statements showing details 
of such parcels and articles and forward them to the Collector of Customs for 
sanctioning the write-back of duty. The credits due to the Post Office on 
account of reassessment of duty before delivery of the articles to the addressees 
are also included in the above statements. The Collector of Customs after 
ftxftTninirig the statements sanctions the write-back of duty on the articles 
included in the statements and returns them to the Offices of Exchange. The 
Offices of Exchange include the total amounts of these statements in the Register 
of Wntes-Back of Customs Duty allowed on Post a Parcels and Letters and 
forward the same along with the statements and the write-back orders sanc- 
tioned by the Collector of Customs as vouchers in support of the claim of the 
Post Office against the Customs House for abatement of duty to the extent of the 
total “ writes-back ” granted m the month. The Collector of Customs affords 
credit for these amounts by deducting them from the total amount of the cus- 
toms Bill (i,e.) writes back the Customs Duty previously debited to the Peat 
Office. 

These statements are called fk Statements of write-back of Customs 
Duty ” and are received along with the Customs Bill by the 25th of the month 
following that to which the statements relate. 
miP&T 
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682. On receipt of tlie statement, the Auditor should check and 
mark the items in the respective Parcel Bills, Letter Mail Registers and 
the statement of detained articles or the Search Bill Registers (Register 
of Unchecked Items) with the letters " W. B. (month of the statement) 57 
indicating thereby that credit has been afforded by write-back of the 
debit of Customs Duty. The corresponding entries in the statement should also 
be ticked off in coloured pencil. Tf m the course of cheok any discrepancy is 
noticed between the debit and the credit, it should be settled either by corres- 
pondence with the Office of Exchange concerned or by the issue of an audit 
memo. An abstract of the credits classified according tc different months of 
assessment should be prepared nn the hack of the Statement relating to each 
Office of Exchange. Wien the statements of all the offices of Exchange are 
completely checked in the manner detailed above, the abstracts should be 
posted in a register showing the adjustment fo write back of Customs Duty clas- 
sified according to months of assessment and totalled. The register should be 
closed and the following adjustment made to clear the amount which was ori- 
ginally credited to the head " Deposits — Refund of Customs Duty on Inward 
Foreign Mail Articles 

Dr. 

Deposits . — Refund of Customs Duty on inward foreign mail articles. 

Or. 

(i) Advances Recoverable . — Customs Duty on Inward Foreign Mail 

Articles. 

(ii) Advances Recoverable . — Excess Debit or short recovery on account 

of Customs Duty Realisation. 

(iii) Abstract J. V . — Losses, etc., written off. 

(it?) Abstract BA , — Fees and Other receipts — Other Items. 

The register should be closed and submitted to the Gazetted Officer through 
the Accountant for review by the 25th of the second month following that to 
which the statements relate. 

683. A register of deposits is maintained in Form No. A. G. P* T.-70 in 
which the credits are shown for each office of Exchange with sufficient parti- 
culars. The debits as subsequently adjusted should be posted against the items 
concerned in the columns for the months in which the debits were adjusted. A 
broadsheet in Audit Code Form No. 64 should also be maintained through which 
the total credits and debits should be verified with the booked figures every 
month, the difference between the two sets of figures, if any, being explained 
bglow. The register ami the Broadsheet should be closed on the 7th of the 
second month following the month of account and submitted to the Gazetted 
Officer through the Accountant for review. The items outstanding in the 
register for more than three months should be shown with full particulars of 
action taken for their adjustment. 
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Check o£ Duty prepaid Parcel Bills and Detailed Statements 

684. The offices of exchange prepare monthly separate Parcel Bills for 
Inward Foreign Parcels, the Customs Duty m reepect of which has been prepaid 
in the United Kingdom and forward them co the Audit Oiinv hv the end of the 
month following that to which Uie bill 1 1 \ I d Th. tot *>1 of t i >, ** billr should 
be checked on the comptometer and cuMpavd with the union it shown in the 
abstracts and Otr toms Bills. 

685. A detailed monthly statement showing among oUier paiticulars, the 

local number, month of assess m Tit, dnu of lec^ipt *»f Luc parcel m India, the 
amount of oust tuns Duty ini up* currency i ut the rate of conver- 

sion of the Duty Prepaid Parcels is prepared by each Oiffee of Exchange tmd sent 
to the Superintended, Foreign Po'd, Bonibiy, ibi cUn-imp 1 he amount shown 
therein m the U'-dcd Kingdom General At count. The rvp< a mtemU-i it, 7c- 
reign Post, Bombay, forwards thc^e statements to the Audit Office after claim- 
ing the amount in United Kingdom General Account. Ou receipt of the 
statement in the Account Cuirent Section with the General Account, the total 
of the sterling ann -lints of the statement is convened into rupee cuirency at the 
flat rate of Is k\d a rupee and credited to the Imad u Advance Recoverable- 
Customs Duty on Inward Foreign Mail Ai ticks ’’ and the statement made over 
to the Customs Duty Section for totalling and audit. 

686. On receipt of the statement in the Customs Duty Section the total of 
the amounts in rupee currency will bo checked by the Comptometer Operator 
after which the Auditor of the Write-back Statement should see that the Cus- 
toms Duty and Postal fee of each jjarcel shown m rupee cuirency have correctly 
been converted into sterling equivalent at the rate of evelumge applicable to 
the payment of Inward Foreign money orders on the dale of receipt of the 
peicels in India and that the amount claimed in the General Account is 
correct. 

687. The amount of (histoms Duty ^hown m the statement in rupe*‘ cur- 
rency, m respect of eacli pared, should be checked with the amount of Cus- 
toms Duty shown m the Duty Prepaid Parrel Bill and the difference, if any, 
reconciled. 

688. Any difference between the total amount of the Duly Prepaid Parcel 
Bill and the amoiuit previously credited by the Account Current Section to the 
head ** Advances Recoverable — Customs Duty on Inward Foreign Mail Ar 
tides ” should be adjusted as follows ; — 

If short credited, an adjustment should bemacP by deMb>: u Exchange 
on Remittance Account” and crediting “ Advances A ■ vyi *.-. 1 Duty- 

on Inward Foreign Mail Articles. 51 • 

If excess-credited , the head “ Advances Recoverable — Customs Duty on 
Inward Foreign Mail Articles 51 should be debited by deduction from ciedit and 
the head “ Exchange on Remittance Account ” credited. 

s 2 
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With regard to the adjustment of Postal fees ; the total of which has been 
credited to the head “ Advances Recoverable — Customs Duty, etc., ”, the follow 
ing transfer entry should be made in the Customs Duty Section. 

Dr. 

' Advances — Recoverable — Customs Duty, etc.” 

(deduct from credit) 

Or. 

Abstract A.-II — Postage and Message Revenue — Postage realised in 
cash ” 

689. An abstract of the credits classified according to the different months 
of assessment should be prepared on. the back of the statement relating to each 
Office of Exchange When the audit of the statements relating to all the Offices 
of Exchange fora month is completed, the classified abstracts should be posted 
in a register showing the adjustment of the amount included m the Duty Pre- 
paid statements. The register should be closed and submitted to the Gazetted 
Officer through the Accountant for review by the 25th of the second month 
following that to which it relates. 

690. It sometimes happens that the credit for Customs Duty on a Duty 
Prepaid Parcel is erroneously afforded twice, i.e., it is included m the Duty Pre- 
paid statement and again recovered in cash by the Post Office of delivery. 

, In Buch cases, intimation of double recovery iB sent to the Offices of Exchange for 
, arranging the refund of Customs Duty erroneously recovered from the addressee, 
if after scrutiny, it is found admissible. If, however, the amount does not 
exceed Re. 1, it should be adjusted to the Revenue head “ Abstract — B.I. — Pees 
and Other receipts — Other items There is, however, no bar to the payment 
of the amount when claimed subsequently. 

Short or excess credit of Customs Duty not exceeding Re. 1 noticed in the 
course of check of these statements are waived in the Audit Office and taken to 
the head “Abstract J. V. — Losses, etc., written off ” and “Fees and Petty 
receipts ” respectively. 

691. After completion of audit, these statements for a month are filed in a 
guard file. 


Check of Recoveries against Debits. 

692. The checker will receive the bundles of parcel receipts and memos, 
from th Sorting Group after initialling the corresponding entries in the Sortings 
broadsheet in the column provided for the purpose. 

r 

693. In checking the receipts and memos., the checker should compare the 
local number of the article, the amount of Customs Duty and the month stamp 
of assessment as exhibited on the receipts or memos, with the corresponding 
entries in the Parcel Bill or Letter Mail Register and mark against the amounts 
in the latter, the letter of the alphabet, assigned to him with a coloured pencil 
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in token of having credit-checked the receipts or memos. The entries in the 
Parcel Bills, etc., will be checked in different colours thus : — 

Blue, — Indicating recoveries effected in the month of assessment. 

Red, — Indicating recoveries effected in the next month. 

Green . — Indicating recoveries effected in subsequent months. 

694. The checker should note any difference discovered by him between the 
receipts or memos, and the debit in the Parcel Bill, etc , in either of the two co- 
lumns provided for the purpose, in the form of the Parcel Bill, etc., and settle the 
discrepancies in the manner indicated below. — 

Eor differences in Customs Duty amounts exceeding Re. 1 on account of 
short or excess realisation of Customs Duty an objection statement should be 
issued to the offices of Exchange pointing out the discrepancies. 

Objection statements need not be issued for differences in Customs Duty 
amounts not exceeding Re. 1. Short realisation of Customs Duty should be 
recorded in a register in form No. S. Y.-265 (Register of amounts under ob- 
jection waived or written off) and the total amount adjusted monthly by debit to 
“ Abstract J. Y. Miscellaneous Postal Expenses— Losses, etc., written off — 
Irrecoverable overpayments ” and credit to u Advances Recoverable — 
Customs Duty on Inward Foreign Mail Articles Excess realisations of 
Customs Duty should be entered in a register in Form No. A. G. P. T.-414 
Register of items transferred to Fees and Other receipts. The total amount 
should be adjusted monthly by credit to the head “ Abstract B — Miscella- 
neous Revenue — I Postal Receipts (6) Fees and Other receipts — Other items 99 
and debit to “ Advances recoverable Customs Duty on Inward Foreign Mail 
Articles 33 (by deduction from credit). The two registers should be submitted 
to the Gazetted Officer in charge through the Accountant on the 25th of every 
month. 

695. Before issuing objections, the credit-checker should take into consi- 
deration any note previously made by the office against the entries either in 
the Parcel Bill or Letter Mail Register or on the receipts and memos. He 
should also refer to the latest Write -back statements, the Advance copies of 
write-back lists, the Register of Recoveries and Refunds (tide Article 721) 
and the statements of Adjustments to see whether an adjustment of the differ- 
ence noticed by him has already been effected. 

696. If the difference has not been adjusted in the documents referred to 
above an objection statement in Form (A. G P. T.-4bl) should issue for each 
item of discrepancy, separately pointing out the difference between the debit 
in the Parcel Bill or Letter Mail Register and the recovery as shown on the 
Parcel receipt or the assessment memo. The Parcel receipt or the assessment 
memo, should be forwarded along with the objection statement, a check glip 
in Form (No. A, G. P. T. 488) being prepared and signed by the auditor and kept 
in the bundle. 
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Misdassification of Recoveries. 

697. In the course of check of recoveries, the credit-checker may find 
receipts or memos, of a different month of assessment mixed up with the receipts 
or memos, under check. In such cases, the checker should remove the receipts 
or memos, from the bundle and note on them the month’s bundle with which 
they were received. These receipts and memos, should be checked in the 
.Parcel Bill and Letter Mail Register concerned and after check should be 
entered in a register showing the misclassification of recoveries of Customs 
Duty. The register should be totalled monthly and the totals incorporated 
in the Customs Ledger. The register should be submitted to the Gazetted 
Officer in charge through the Accountant for review on the last day of every 
month. 

Untraced Receipts and Memos . 

698. In some cases, the particulars furnished on the receipts and memos, 
are either defective or incomplete. The checker will not therefore be in a 
position to trace the corresponding debits m the Parcel Bills and Letter Mail 
Register without a reference to the Offices of delivery or to the offices 
of Exchange Such receipts and memos, should be made over to the auditor 
for disposal. The auditor should issue references in all cases to elicit further 
information. On receipt of replies steps should be taken to trace the debits 
,and remove the items from the register of imtraced items through which their 
clearance is watched. The register should be closed monthly and submitted 
to the Gazetted Officer in Charge for review on the last day of every month. 

699. The Broadsheets (received from the Sorting Group — vide Article 
678) will be retained by the auditor, and filed according to the dates of their 
receipt after the credit check for the month is completed. 

7C0. The work of each credit checker should he reviewed by the auditor 
daily. He should review the credit check of 5 sheets of parcel Bills or Letter 
Mail Register noting in his diary any mistakes detected by him and initial the 
sheets checked by him. 

Review of Unchecked Debits and Issue of Search Bills . 

701. By the end of the fourth month following the month of assessment 
of Customs Duty on inward foreign parcels and Letter Mail articles, the Parcel 
Bills, Letter Mail Register and the Statement of detained Parcels and Letter 
Mail articles relating thereto are examined with a view to picking out the 
entries which remain unchecked. The amounts of such entries are posted in 
the column provided in the Parcel Bills and Letter Mail Registers for 
“ Unchecked Items These entries will then be copied in the register of 
unchecked items in Form (A. G. P. T.-493). Any remark made in the Parcel 
Bills, Letter Mail Registers, etc., against these items should also be copied m 
the register. These items are checked by a reference to the bundles of checked 
'parcel receipts and assessment memos. If any receipt relating to the entries 
copied in the register is found in the bundles, the corresponding entry should 
T>e checked by coloured pencil representing the month of credit and then 
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neatly scored out in red ink. Great care should be taken in copying the 
unchecked items in the register as subsequent to its preparation audit of 
recoveries and adjustment of Customs Duty in respect of these items will be 
conducted in this Register and not in the main Parcel Bills, Letter Mail Regis- 
ters, etc. 

702. Search Bills in Form (A.G.P.T.-494) will be issued to the offices of 
delivery or to the offices of Exchange, in case the office of delivery has not 
been shown in the Parcel Bills, etc., to intimate the disposal of the parcels 
or the Letter Mail articles included in the register. In order to reduce the 
number of Search Bills to be issued, the following documents should be examined 
and action taken accordingly before their issue 

(i) The latest write-back statement received in the Office should be. audited 
to avoid the issue of Search Bills for the items shown in these statements. 

(ri) Advance copies of statements showing details of parcels and Letter 
Mail Articles assessed to Customs Duty but redirected out of India, statements 
of undeliverable parcels, etc., and statements of reassessment of Customs Duty 
for which necessary writes-back have been applied fur from the Customs 
Department are received from the offices of Exchange. These statements 
should be examined and Search Bills should not be issued for the items trace- 
able therein, but a note “ wnte-back applied for ” should be made against the 
entry in the register of unchecked items as the amounts would eventually be 
adjusted on receipt of the Ck writes-back ” statements of Customs Duty from the 
Customs Department. 

(Hi) The register of untraced items should he examined to see whether 
any credit can be traced in that register for the iteiU3 for which search bills 
are to be issued. 

(iv) The latest schedules of Customs Duty should be examined to see 
whether any credits are traceable for the items included in the register. 
Search Bills should not be issued for such items but a note of recovery should 
be made in the register against the items concerned. 

703. Search Bills arc not issued for items of Re. 1 and below. These 
items will be allowed to continue in the register for a period of 18 months on 
expiry of which, they will be written off the books, if remaining outstanding, 
under the orders of the Deputy Accountant General. 

704. Search Bills should then be issued only for the remaining items in 
the register. The date of issue of the Search Bills should be shown in the 
colu mn provided for the purpose. The despatcher should initial, in token of 
despatch, the items in the register, for which search Bills have been issued. 

705. The register will then be totalled. The total will represent the 
amount of Customs Duty outstanding for that month. 

706. The Search Bills as they are received back with the replies should he 
disposed of promptly and brief notes of, or references to, all correspondence 
or other action taken towards clearance of the items should be kept in the 
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column " Note of subsequent reference ” of the register when the items are 
adjusted, the amounts will be shown in the col um ns of the month in which 
they are adjusted. The adjustments in a month are totalled and compiled 
separately for each month at the end of the register. 

707. A consolidation of the debits outstanding for each month of assess- 
ment should be worked out in the register and submitted to the Gazetted 
Officer for review through the Accountant on the 10th of the 5th month follow- 
ing the month of assessment. 

708. Items outstanding in the RegiMer of unchecked items for more than 
six months should be extracted and entered in a separate register. The 
auditor should take special action for their settlement. 

709. The recorded cases should be filed serially and bundled. 

Results of Audit. 

710. The general rules and principles laid down in Chapter 20 of the Posts 
and Telegraphs Audit Code, Volume I, should he followed in raising, commu- 
nicating and watching audit objection. The more detailed procedure applic- 
able in the case of Customs Duty objections is described below. 

711. In the course of audit of Customs Duty accounts the following dis- 
crepancies are noticed. 

(t) Short or excess debit of Customs Duty due to errors m totalling of 
parcel Bills and Letter Mail Register. 

(ii) Short or excess realisation of Customs Duty on delivery of articles. 

Hi) Short or excess credits in wxites-back granted by the Customs 
Department. 

(w) Short or excess adjustment of credits on account of Inward Foreign 
Duty prepaid Parcels in the United Kingdom General Account. 

(fl) Short or excess credits due to erroneous summation of details in the 
Schedules of Customs Duty. 

712. Whenever a difference falling under any one of the classes referred 
to above is noticed an objection statement in Form (A. G.P, T.-491) should be 
prepared and issued in duplicate to the office of Exchange in the case of items 
(i) to (tv) and to the office of delivery in the case of item (v) m Form 
A. G. P. T.-492. The amount of difference should be shown in the appropriate 
column of the objection statement. 

Objection Booh 

713. As the entire transactions relating to Customs accounts are brought 
to account in the Bombay Circle one Objection Book will be maintained in 
Fonn No. A.G.P.T.-433. The objection statement when ready for despatch 
should be copied into the Objection Book and despatched, the Objection Book 
itself serving as a despatch register as well. The record clerk should initial in 
the Objection Book in token of having despatched the objection Statement. 
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A watch over the return of objection statements should be kept through the 
Objection Book and reminders issued whenever their return is delayed. 

714. Items of objection on account of short or excess credits or debits of 
Customs Duty not exceeding Rs 5 may be waived by the Deputy Accountant 
General when the correspondence thereon tends to become protracted and the 
recovery is not possible. 

715. After all the objection statements in a month have been copied, the 
Objection Book should be closed by pasting a closing Entry slip (Form 
No. A. G. P. T.-435) at the bottom of the last page for the month. 

716. To close the Objection Book, two transfer entries should be prepared 
in respect of tbe totals of the first two money columns clearing the head 
" Advances Recoverable — Customs Duty on Inward Foreign Mail Articles' * 
by debit and credit, respectively, to the heads " Advances Recoverable — 
Excess debit or short recovery on account of Customs Duty Realisation ” and 
" Deposits — short debit or excess recovery on account of Customs Duty 
Realisation *\ 

In addition to the objections mentioned above, calls are also issued to the 
offices of delivery for parcel receipts and assessment memos, not received with 
the “Schedules of Customs Duty, etc., realised in Cash 1 ’. In these cases, 
an objection statement in Form (A. G. P.T.-492) should be issued. 

Adjustment Register. 

717. Each entry of adjustment made in the Objection Book should also 
be posted in the corresponding column of the Adjustment Register (Form 
No. A.G.P.T.-434) and each entry in the Objection Book and in the Adjustment 
Register should be checked and attested by the Accountant. The total of 
the money columns of each month’s Adjustment Register will be deducted 
from the total balance of the amounts under objection. It is, therefore, 
necessary that the Adjustment Register should be closed simultaneously with 
the Objection Book. 

Abstract of Objections, 

718. An abstract of Objections will be kept in Form A.T.C.-81 in order 
to bring together the total amount: 

(1) Objected to during the month. 

(2) Adjusted during the month. 

(3) Balance under Objection. 

719. The Objection Book together with the three monthly and six monthly 
registers should be submitted to the Gazetted Officer in charge for review 
through the Accountant on the 28th of every month. 

Broadsheet of Balances . 

720. A broadsheet of the debits and credits booked under the head 
w Advances Recoverable — Excess debit or short recovery on account of 
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Customs Duty realisations ” and “ Deposits-Short debitor excess recovery on 
account of Customs Duty realisations ” should be maintained in Forms 
Nos. A.T.C.-80 and A. T. C.-64 respectively. 

The amounts of credits and debits on Recount of “Advances recover- 
able ” and “ Deposits ” shown in the Objection Book should be reconciled 
with the amounts appearing m the Detail Book, brief explanation of the differ- 
ence being given m the broadsheets. The balances under these two heads 
are also worked out month by month in the broadsheets “Advances 
[Recoverable ” and “ Deposits ” which axe submitted to the Gazetted Officer 
for review on the 25th of every month. 

Recoveries and Refunds. 

721. Recoveries and refunds effected by the Postmasters either on their 
own initiative or at the instance of the Offices of Exchange are shown by them 
in the Schedule of Unclassified Receipts and Payments. The Postal Account 
Section (Bombay Circle) will classify all such items to the head “ Advances 
Recoverable — Excess debit or short recovery on account of Customs Duty 
Realisation ” and “ Deposits — Short debit or excess recovery on account of 
Customs Duty Realisation ” on the assumption that they adjust outstandings 
under the above heads and furnish the Customs Duty Section with details of 
such items in a register in Form No. A G. P. T.-436. In the case of Other Postal 
Circles, the credits and debits will be passed on through the head “ Posts and 
Telegraphs Remittances ”, by the 1st week of the 2nd month following the 
month to which the recoveries or refund relate. The auditor, Objection Book 
should note the adjustments against the corresponding items in the Objection 
Book. If no such item exists in the Objection Book, the auditor should 
ascertain the reason of the credit or charge by a reference to the receipts or 
the memos, and the Parcel Bill or Letter Mail Register or by a reference to the 
office of Exchange and the office of delivery. The register should be oloBed 
monthly, detailing the items which have been outstanding for over three 
months and submitted to the Gazetted Officer in Charge for review on the 
25th of every month. 

Oonsohdahon of the Transfer Entries made in the Customs Duty Section . 

722. All adjustments m the Customs Duty Section should be recorded 
in the Adjustment Book (Form No P. W. A. -54), with full parti- 
•culars, initialled by the auditor and passed by the Accountant or the Gazetted 
'Officer. The book should he closed on the 15th of each month by totalling the 
entries on both the debit and credit sides. Below the closing totals of the 
month, all items of adjustment should be abstracted under the respective 
heads of account and the abstract totalled. After the agreement of the totals 
•of the debits and credits with the monthly totals already arrived at, a copy 
•of the abstract shoud be made out in Form No. A. G. P. T.-519 duly signed by 
iihe Accountant and sent to the Book Section on the 16th of each month. 
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Verification of Balances. 

723. The final stage of work connected with the audit and accounting of 
Customs Duty transactions is the monthly verification of balances under the 
head f ‘ Advances Recoverable — Customs Duty, etc *\ 

724. After all the recoveries in cash effected by the Postmasters on 
deliver}" of the parcels and articles and the “ writes hack ” of debit made by 
the Customs Department and the adjustments of ciedits on account of Duty 
prepaid items have been linked with the corresponding debits and the remain- 
ing outstanding debits in the Parcel Bills and Bettor Mail Tegistd’, etc., at tho 
end of the fourth month following the month of assessment have been extracted, 
the process of verification of balances should then he taken up and completed 
by the end of the fifth month following the month of assessment. 

725. The debits raised hv the Civil Department on account of 
Customs Duty assessed on Inward Foreign Parcels and articles of L# tter 
Mail are booked under the head “ Ad vane »s Recoverable — Custom* 
Duty, etc/’ The recoveries of Customs Duty effected by tb* p _st- 
m asters on delivery of articles as accounted for in their schedules of Customs 
Duty, the e writes back 5 of debit made by the Customs Department and the 
adjustment of credits appearing m tho United Kingdom General Account on 
aocount of mward foreign Duty prepaid par yds aro also brought to account 
under the same head. The agreement of tins book balance with the total out- 
standings as extracted in the Register of unchecked debits is called the verifica- 
tion of balances. 

726. As the proving of balances is done on a monthly basis according to 
months of assessment and as no heads of account foT different months of assess- 
ment have beon provided for in the books it will be necessary to classify the 
debits and credits booked in a particular month under the head *" Advances 
Recoverable — Customs Duty, etc.” according to different months of assess- 
ment. 

727. Before this, however, the auditor should verify the various compila- 
tions with reference to the Detail Book figures under the head “ Advances 
Recoverable — Customs Duty, etc.”, communicated by the Book Section. 

728. The auditor should classify the debits and credits according to months 
of assessment. For this purpose two registers should bo maintained in manus- 
cript (^.e.) one for debit and the other for credit. The classified figures should 
be posted m these registers, totalled and agreed with the total Detail Book 
figures for the month. 

729. The compiled and classified figures as per above registers should then 
be posted in a ledger called the Customs Duty Ledger and the balance? for each 
month of assessment worked out therein. 

730. Ordinarily the balances for a month of assessment as arrived at in the 
ledger should agree with the total amount of outstanding debits fox that month. 
But invariably this is not so and a difference is the result. This difference will 
be mostly due to mistakes committed in the various stages of work. If the 
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difference is large steps should be taken to overhaul the various adjustments 
with a view to reduce it as indicated below • — 

(а) The total amount of Customs Duty shown in the Parcel Bills and 

Letter Mail Registers, etc , and claimed in the Customs Bills, are 
posted in the Register showing the reconciliation of Parcel Bills, 
etc., with the customs bills. This register should be examined to 
see whether all the debits have been incorporated in the books. 

(б) The register showing the recoveries of Customs Duty classified 

according to months of assessment should be examined to see 
whether all the adjustments of credits have been carried out. 

(c) A statement of actual short and excess realisation of Customs Duty, 

short or excess debits due to errors in totalling Parcel Bills and 
Letter Mail Registers and “Write back” posted in the bills 
and registers, should be prepared from the Parcel bills and Letter 
Mail Registers and verified with the objection book and other 
registers through which they have been adjusted. 

(d) The register showing the misclassification of recoveries of Customs 

Duty should aleo be scrutinised to see whether the entries of recti- 
fication have correctly been done. 

(e) The Parcel Bills and letter Mail Registers should be reviewed to see 

whether the work of picking of the unchecked items have been 
done properly. 

731. The Ledger together with the two registers showing the classification 
or debits and credits according to months of assessment should be submitted to 
the Gazetted Officer for review on the last day of every month. 

732. An extract from the ledger should also be prepared, and forwarded to 
the Accountant General, Posts and Telegraphs on the 7th of the sixth month 
following the month of assessment. 

733. After all the debits on account of inward Customs Duty relating to * 
year have been cleared, the residual difference, if any, represents the amount of 
difference between the total debits and the total credits for that year which 
cannot be reconciled. If the difference is a plus figure, it indicates that the 
balance according to Books is more than that in the register of unchecked debit. 
If however, the difference is a minus one it means an excess adjustment of 
credits. Special and effective steps should be taken to keep down the difference 
to a minimum and a special investigation made when the difference is so large 
as to reflect laxity in the process of check. 

734. Soon after the outstanding debit! for which search bills were issued, 
have been completely adjusted, the net amount of unexplained difference for 
the year as it then stands should be reported to the Accountant General, 
Posts and Telegraphs, for the removal of the difference from the Books. The 
total amount of the unexplained difference in the Customs Ledger for a year 
as communicated by the Nagpur Audit Office will be transferred to the head 
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■" Miscellaneous Revenue ” of the Department under the orders of the Account- 
ant General in the books of the Bombay Postal Circle. A report should also be 
sent to the Accountant General, after the adjustment is completed. 

735. A report showing the position of unexplained difference in the inward 
•Customs Accounts and the amount of unreconciled difference taken to the head 
4 4 Miscellaneous Revenue ” should be made by the Accountant General to the 
Auditor General for his information. 

Parcel Receipts and Assessment Memos . sent ovt . 

736. Requisitions for Parcel receipts and Assessment Memos, are received 
from Departmental Officers and Collectors of Customs. Such letters should be 
indexed m a separate register m Form No. A. G. P. T.-440 with suitable modi' 
fications and disposed of expeditiously. In respect of receipts or memos, called 
for, a reference should be made to the Parcel Bills or Letter Mail Register and 
the Schedule of Customs Duty to see if they have been received in audit. If 
traced, a check slip in printed form No. A. G. P. T.-488 should be prepared and 
substituted m place of the receipt or memo sent out. The despatch of these 
receipts and memos should be noted m the index register itself. If the receipts 
or memos, have not been received m audit or are m the sorting stage and cannot 
therefore conveniently be isolated and removed or have been destroyed in the 
usual course a reply m printed Form No. A. G. P. T.-485 should be sent. 

737. Parcel receipts and Assessment memos, sent to Department Officers 
will not be returned but will be filed by them along with the relative cases. In 
the case of receipts sent to the Collectors of Customs their return should be 
watched through the index register. 

738. The register should be reviewed by the Accountant weekly and sub- 
mitted to the Gazetted Officer on the last day of every month. 

Progress and Review Reports . 

739. Each sub auditor of the Section should record the work or outturn 
done by him for each day in a progress report maintained for his group in the 
prescribed form. The auditor should check these reports and submit them to 
the Accountant daily for review. A consolidated report for the item work of 
the Section as a whole should also be prepared by the auditor Schedule Check 
Group and submitted to the Accountant daily. The Accountant should 
•check these reports daily but will submit them to the Gazetted Officer on every 
Monday. 

740. The auditors, Schedule and Credit Checking groups should maintain 
a separate diary in Form No. A. G. P. T.-444. They should record therein the 
result of the review conducted by them and submit the diary to the Accountant 
daily, and to Gazetted Officer on every Monday. 

741. The Accountant should also maintain a diary in Form No. A. G. P. T.- 
444 showing the review done by him of the diff 3rent kinds of work. He should 
check at least three sheets of Parcel Bills and Letter Mail Registers and examine 
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in detail three items of discrepancies noted by the reconciler as mistakes in 
machine operator’s totals. The review should not be confined merely to a 
check of the above but should extend to all other items of work done in the 
Section The diaries should be submitted to the Gazetted Officer on every 
Monday. 

742. An error book will be kept in manuscript by the Accountant who 
should note therein all mistakes committed by the Checkers and other sub 
auditors. 

Outward Parcels ( dviy prepaid). 

74-. On receipt of the memorandum of customs duty prepaid with the 
sendei ‘s agreements from the Post Office {rule Pules 14.9 1o 151 of the Posts and 
Telegraphs Manual, Volume VI) it should be examined to see generally, (1) 
whether the parcel is intended for a country with which the duty-prepayment 
system is in vogue, (2) whether the amount shown in the memorandum agrees 
with that in the agreement, and (3) whether ordinary stamps to the value of that 
amount have been affixed to the form of agreement, any discrepancy noticed 
being settled in communication with the Postmaster of the office of posting or 
the office of exchange, as the case may require. 

The total amount of all the memoranda in respect of a Postal Circle should 
then be consolidated (Customs duty and Postal fee being shown separately) 
and adjusted by debit to the head “ Deduct — value of stamps used for realising 
customs duty ” and credit to the proper detailed head under c< Deposits ” in 
respect of the amount realised on account of customs duty and to the head 
" Fees and other receipts — other items ” in respect of the amount realised on 
account of Postal fee. 

744. The statements of parcels despatched to Great Britain and Northern 
Ireland, the Irish Free State, Egypt, etc., received from the offices of exchange 
every week (or month) should be compared with the corresponding memoranda 
to see whether all the parcels specified in the latter have been despatched and 
incidentally, whether any parcels despatched were omitted to be entered m the 
memorandum. Such discrepancies should be settled in co mmun ication with 
the office of exchange or the office of posting, as the case may be. 

745. When the Franking Notice showing the claim of the countries men- 
tioned in Article 744, in respect of each parcel is received from the office of ex- 
change, the sterling amount should be converted into rupee currency at the rate 
(prescribed by the Director General, Posts and Telegraphs, from time to time) 
prevalent on the date of posting of the parcel and the difference between the 
amount thus obtained and that originally realised by the Postmaster should be 
recovered from, or refunded to, the party concerned through a statement in 
Form No. A. G, P. T.-476. The amounts to be recovered or refunded should 
also be noted m the columns provided for the purpose in the memorandum of 
customs duty prepaid. 

Noth. — I n the case of the Egyptian and otb rt i‘ i'. \ f T "»r. -I i - n- ’ T ~ !■ ch the duty 
pre-payment aystem is in Togne, the Egyptian (o.* oth ii**:i , **»i * i. i.' * li* ■ i inverted into 
‘ sterling 1 at the prescribed rate of exchange, before . t >n i . - iu-Ik L r -wl now ca -\ he taken. 
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746. The memorandum of customs duty realised by tlie Post Office, Form 
No. R. P. -13(c), should be collected together fi.r each Circle and be used in the 
Audit Office as the register of customs duty The columns for use in the 
Audit Office should be filled m on receipt of the franking notices from t lie offices 
of exchange and the monthly statement from the Depuiy Ar^cunranfc 
General, Poifc.; and Telegraphs, Nu .pur, vuh Aclieb 749 

A register in Form No. A. G. P. T.-477 (Register of credits and debits 
under Deposits — Customs Duty — United Kingdom) should ?1 so he opened in 
which the total for each Head Office should be compiled ai»dtim total for each 
Circle arrived at. In this Register should be posted oath munch the t *lul 
credits and debits as collected from the memorandum cf customs duty (columns 
6, 17, 18, 19 and 20 arc concerned) and the figures agre.-d with the detail book 
figures including adjustments communica red by the Ds.UiV Account mt 
General, Po As and Telegraphs, Nagpur, (Lion h the Remnaiiice heal. Tins 
register will thus include the debits and credits appearing in the cash accounts 
on account of recoveries and refunds of customs duty authorised by the Audit 
Office, which are taken to the Head “ Deposits — customs duty ” and will also 
serve the purpose of a broadsheet as opening and closing' balances arc entered 
therein. 

The register should be maintained by the customs duty auditors who 
should note the particulars of each recovery and refund in the proper column of 
the memorandum of customs duty prepaid and institute further correspondence 
in respect of the items remaining unsettled. The register should be submitted 
to the Gazetted Officer for review on the 20th of the second month following 
that to which the accounts relate. 

747. No separate objection book need be maintained by the customs duty 
auditor. A watch over the items to be recovered or refunded should be kept 
through the memorandum of customs duty prepaid, the number and date of 
the reference made being noted in the ic remarks ” column against the item 
concerned. The memorandum should be submitted (after objections have 
been entered in it) every month to the Accountant who should see that proper 
steps are taken in each case and bring to the notice of the Gazetted Officer all 
cases remaining unsettled for over six months. 

Note. — In cases in which refunds cannot be made, the amount should be civdited to fc * Abs- 
tract B-Miscell aneous Revenue— Fees and Other Receipts— Other items” by debit to the 
detailed head under ‘ 1 Deposits ”. In casoa m which rec >very cannot bo made and the amounts 
are ultimately wntten off by the Director General or the Postmaster General, the amount should 
be adjusted by credit to the head ** Deposits ” and debit to “ Lqsbos, etc , written off” m 
** Abstract J.” 

748. On receipt of the monthly General Account from the Suponut ndmt, 
Foreign Post, Bombay, through which credit is afforded to the United Kingdom, 
the Deputy Accouutant General, Posts and Telegraphy Nagpur, should make 
an adjustment debiting the proper head under c * D -‘posits 9 iu respect of 
Customs Duty relating to the Nagpur Audi! - office and Remittances — Posts 
and Telegraphs remittance in respect of Customs duty relating to other Postal 
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Audit Offices, and crediting the head “ Accounts between England and India, 
etc *\ In making this adjustment, the sterling amount claimed by the United 
Kingdom should be converted into rupee currency at the rate of Re l=ls. 6d. 

The amount debited to other Postal Audit offices through the head 
“Remittance — Post and Telegraph remittance 3 ’, should be communicated 
through an advice of transfer and the amount so transferred should be 
adjusted by debiting the propei head under et Deposits ” and crediting the head 
“ Remittances — Post and Telegraph Remittance ”, by the other Postal 
Audit Offices concerned. 

Note — Credits on this account due to the Egyptian and otter Postal Admimstiations are 
also afforded through the General Account received from the Superintendent, Foreign Post, 
Bombay and the same adjustment as above should be made in those cases (See also Note to 
Article 745) 

749. A monthly statement of customs duty adjusted through the General 
Account received from the Superintendent, Foreign Post, Bombay, should 
be forwarded by the Deputy Accountant Gene r al, Posts and Telegraphs, 
Nagpur, to the Postal Audit Offices concerned. Each item m the statement 
should be compared and verified m the Audit Office with the corresponding 
Franking Notice. The amount actually recoverable in rupees in respect of each 
item as worked out on the Franking Notice {mde Article 745), should also be 
noted against the item in the statement. The difference between the total 
sterling amount converted at the rate of Re. l=Is. 6c?. and the amount actually 
recoverable should then be adjusted by debit to the proper head under “Depo- 
sits” and per contra credit or debit to the head “ Exchange on Remittance 
Account — Miscellaneous. The amount debited to “ customs duty ” should be 
noted in column 19 and the difference in column 20 of the Franking notice 
[Form No R. P.-13(c)]. 

750. When a parcel, sent from India to any of the countries mentioned 
in Article 744, is returned undeliverable, or mtimation is received that it has 
been lost in transit or destroyed in the country of its destination on sanitary 
grounds with the consent of the addressee, the office of exchange will com- 
municate the fact to the Postal Audit Office concerned, citing the number 
and office of posting of the parcel and the date of the weekly statement in which 
its despatch to the foreign country was shown and in the case of return of the 
parcel, forward it with a Refund Notice (addressed to the sender ) to the Post- 
master of the office at which the parcel was posted. The order for refund to the 
sender of the amount deposited will then be issued by the Audit Office to the 
office of posting. The charge when traced should be classified to the proper 
head under u Deposits ”. 

Note 1. — Should credit for the amount of the charges assessed in the country of destination 
have already been afforded, the Bombay Office will take credit for the amount in the next Genera l 
Account, on receipt of which adjustments counter to those mentioned m Articles 748 and 749 
should be made. 

Note 2. — The postal fee of four annas will in no case he refunded But when a mistake 
occurs through the fault of a Post Office official it is always open to the Postmasters General con- 
cerned to recover the amount of the fee from the official at fault and to refund the same to the 
tender. 
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APPENDIX A. 

[Referred to in Note 2 to Artide 33 .] 

Method oi calculation ol Paid-up value, Surrender value, etc., of Postal Insurance 
Policies with tables showing rates of monthly premia, etc. 

Noth — Thene methods of calculation arc liable to revision from time to time and oases will be dealt 
with according to the method in force at the time they arise. 

I. — Reduced Paid-up Value of a Policy. 

Determine the “ Attained Age ” : — “ x-f-n ”, where “ x ” is the “ Office Age — Next 
Birth Date — At Entry,” and “ n ” is the number of years’ premiums paid. 

In the case of those Limited Payments and Endowment Assurance policies under 
which the number of premiums payable falls short of the maximum number, the “ attained 
age ” should be determined by subtracting from the age at which premiums are to oease, 
the number of years’ premiums remaining to be paid. 

Example — 

e Y ’ = Specified ago on which the policy will mature. 

* Z ’ = Number of premia remaining to be paid. 

Then Y — Z — attained age 

Under all fully paid-up policies as well as those which have been made paid up for 
reduced amounts, the age to the nearest month should be taken as the attained age. 

In case of whole Life polioies the paid-up value is to be worked out according to the 
following formula : — 

Sighei premium— Lower premium x Vahle of the po ho y +boiluseai 

Higher premium * 

Higher premium means the premium at the “ attained age ” and Lower premium 
means the premium at the age next birth date at entry. 

In the case of other polioies the paid-up value is to be taken as equal to a proportion- 
ate part of the sum assured corresponding to the premiums actually paid. 

Note 1,— When the “ Attained Age ” includes fractional duration, the calculations are mode separate- 
ly for two (integral) ages between which the Attained age lies, and the Value for the Attained ago is worked 
out by interpolating between the two results ° 

Nora 2 —In the ease of a converted or commuted policy the Paid-up value is to be calculated as above 
only in respeot of the assurance which is covered by the premium payable under it and not of the whole assur- 
ance. This paid-up value with the paid-up amount that is included in the assurance will give the paid-up 
value for the total assurance. Thus, if m respect of a converted policy for Re «-}-& , “a” is the paid-up 
amount, and the premium payable ia m respect of b only, then the paid-up value is to’ be determined as above 
only in respect of and if it works out as "e", then the paid-up value of the assurance “o+ft” 

is taken as “a+c", 

Noth 3.— The paid up portion erf a converted policy, when the conversion was made according to the 
old formal# that obtained before Mr. Ackland's formulro came into use, from the 26th May 1014 is to 
he taken as the difference between the face value of the convert ad policy and the amount of the assuranoo 
which is oovered by the premium that is being paid under the converted policy. 

Examples — 

(o) To find the paid-up value on 28th June 1918 of a W. L. for Rs. 4,000 issued on 
18th June 1888 with the “ Office Age at entry ”—27, the date of birth being 18th June 
1861. 

Office age at entry — (n. b. d.) 28. 

Number of Years’ premiums paid 1916—6 minus 1888-6 28 years 1 m » n t h . 

Attained Age S6 years 1 month. 
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Sum Assured: — Rs. 4,000. 

Bonus of 1907 : — Rs. 400. 

Premium for Rs. 1,000 of W. L. at ago 28 : — -308 pies (Table A2). 

Premium for Rs. 1,000 of W. L. at ago 56 — 1,206 pies (Table A2). 

Premium for Rs 1,000 of W. L. at age 57 — 1,270 pios (Table A2). 

Paid-up value for age 56 . — Rs. 808/1,206 4,400, i.e , Rs 2,947*92. 

Paid-up value for age 57 : — Rs. 4,400/872/1,270, i.e„ Rs. 3,021*1, 

Difference for 12 month* — Rs 73*18, 

Diffeienco for one month ( pio rati), Rs 6*09. 

Paid-up value for ago ‘"56 — 1 ” : — Rs. 2,954*01. 

Add Bonus of 1912, Rs 440. 

Total Paid-up value required . — Rs 3,394 roundly. 

(Z>)~ To find the paid-up value on 31st January 1917 of an E A 50 for Rs. 2,000 issued 
on 25th March 1899 with an Office Age at entry “ 32 ”, the date of birth being 25th March 
1868. 

Premium payable till: — February 1917. 

Date of policy. — March 1899 

Number of months’ premiums payable :■ — 18 years, i.e., 216 months. 

Date of application : — January 1917 

Premiums paid for : — 17 yeais 11 months, i.e , 215 months. 

’Paid-up value : — Rs. 2,000 X 215/216 plus bonus for (1907-12) Rs. 100, i.e., 1,990 
+100 or Rs. 2,090. 

II. — Surrender Value of a Policy. 

Determine the Paid-up Value of an assurance for the M Attained age ”, as under 
Item L 

Determine from Tables A3 or B3 (Parts I and II) the Single Premium at the Attained 
Age “ x+n ” for unit of the assurance. 

The Surrender Value for the “ Attained Age ” is the product of the Paid-up value 
and the Single premium. 

Notb 1. — When the “ Attained age ’* include# fractional duration, the surrender value is to be calculat- 
ed separately for two ages (integral) between which the attained age lies and the final result is to b» 
obtained by method of interpolation. All fractions are to be neglected from the final result. 

Examples — 

(a) To find the surrender value of the policy given in example ( a ) of Item I : — 

Single premium for attained age 56 of Unit of Life Insurance as per Table A3 : — 
518. 

Single premium for attained age 57 of Unit of Life Insurance as per Table A3 : — 
•530. 

Surrender value for age 56: — Rs. 808/1206 X 4,400 X *518+440 X *5X8, t.e., Rs, 
1,754 9. 

Surrender value for age 57: — Rs. 872/1270 X 4,400 X *530+* 440 x *530, i.e., Rs, 
1,835*2. 

Difference for 12 months : — Re. 80*3. 

Difference for one month : — Rs 6*69. 

Surrender value for age 66*1 : — 1,761*59 or l f 76I. 

X2 



